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NEW COMFORT, NEW EFFICIENCY 
AND NEW POSTURAL SUPPORT 
in Eero Saarinen chairs for the 
contemporary office. Moulded 
plastic shell, covered with foam 
rubber, in three models. Cast 
aluminum swivel base, or legs of 
tubulor steel or laminated wood 
Write for Knoll Office Planned 
Furniture Catalog 


Fabrics Knoll Planning Unit 


KNOLL ASSOCIATES, INC. + 575 MADISON AVENUE, NEW YORK 22, N. Y. + BOSTON, CHICAGO, DALLAS, DETROIT, MIAMI, WASHINGTON 
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Long Distance calls now cost you less 


Recent reduction in federal excise tax means a substantial saving 


for you on every Long Distance call 


The reduction in the excise tax from 254; to LONG DISTANCE RATES ARE LOW 
10°7, voted by Congress, is good news for Long Some typical exemples: 
Philadelphia to New York 50¢ 
Indianapolis to Cincinnati 55¢ 
Basic rates remain the same. What you save is Cleveland to Chicago . . $1.00 


the difference between the old and the new tax. ___ St. Louis to Baltimore . . . . $1.50 


Every bit of the tax reduction goes to our custom- San Francisco to Washington . $2.50 


Distance users. It means that every Long Distance 
call — to anywhere in the country — now costs you 
less than it did before April 1. 


ers. ‘The telephone company does not keep any 
: : These are daytime Station-to-Station rates for 
the first three minutes. They do not include 


part of it. 
Now you can use Long Distance in your busi- the new, lower federal excise tax of 10%. 


ness even more profitably than before. 


BELL TELEPHONE SYSTEM 
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THE thirty-hith annual confer 
ence of the National Office Man 
agement Association, to be held 
in St. Louis May 23 to 27 in 
conjunction with the usual big 
exhibit of office machines and 
equipment, comes in a year rich 
er in significant advance of the 
office than any of the thirty-four 
preceding. Office management ex 
ecutives everywhere are looking 
with special interest to this con- 
ference for an indication of office 
trends. Page 15 of this issue has 
an advance story on this event. 
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Eliminate Travel Time 
To and From Files! 


RAISE Production 


with ROL-DEX* by Watson! 


established (887 


Solve Record Keeping Problems 
with Production Line Speed! 


Production per worker increases 25°/, to 55°/, with ROL- 
DEX, the modern machine filing method. Records roll to 
the seated operator—quickly and easily . . . yet there's no 
motor to wear or burn out. Use your present records... 
no new forms to buy . . . nothing to retype. Built to fit 
your needs—ROL-DEX will pay for itself in direct savings 
to you! Inquire now. 


NO 
\ WALKING 


NO 
STOOPING . Pat. and Pats. Pending 


lia as duties isp) 4 

| WATSON MANUFACTURING CO., Inc, . 

NO ' Rol-Dex Division, Dept. G-6 é 
SQUATTING t Jamestown, New York 
. 1 Please send me information about ROL-DEX record units. 1 

See ROL-DEX | Company .. Se ei he areca dil 2 

at the i Name ..... OEE ; 
— - isoonangaeam | Street PLnatrssieeayehenteany BO vir pasiveduckssxirisavin ' 
ontrerence ' 
ae foo aac occoce! 


Watson also builds a complete line of filing cabinets 
and courthouse, bank and hospital equipment. 


Wharton School plans work 
simplification conference 
The Wharton School of the Univer- 

sity of Pennsylvania will conduct a 

two-week refresher conference on 

“Work Simplification and Measure- 

ment in the Office and Factory” from 

June 21st to July 2nd. In addition, a 

preparatory one-week _ pre-conference 

session on basic tools and techniques 
will be offered from June 14th to 18th. 

The refresher conference is designed 
for executives, industrial engineers, job 
analysts, office systems supervisors, 
methods and time study analysts, train- 
ing supervisors, and others. It will 
offer a review of the newest develop 
ments in the work measurement and 
simplification field, and will provide 
opportunities for participants to ex- 
change ideas and experiences. 

The conference will center on three 
principal topics: simplifying practices, 
developing work measurements, and 
obtaining employee acceptance. These 
will be presented by means of lectures, 
laboratory work and consultation, proj 
ects, and case studies. 

The director of the conference is V. 
Donald Schoeller, whose article, “Office 
Troubles Fade When Methods Prob- 
lems Go to College” appeared in the 
February issue of Office Management. 

Requests for information may be ad 
dressed to V. Donald Schoeller, Con- 
ference Director, University of Penn 
sylvania, Wharton Refresher Conter 
ence, Philadelphia 4, Pa. 


National Secretaries Week 

scheduled for May 23-29 

National Secretaries Week will be 
observed this year from May 23rd to 
29th, it has been announced by the In- 
dustry Sponsoring Committee for Na- 
tional Secretaries Week, 750 Graybar 
Bldg., New York 17. National Secre- 
tary’s Day is scheduled for Wednesday 
of that week, May 26th. 

The theme for this year’s observance 
is “Better Secretaries Mean Better Busi- 
ness.” The Committee is cooperating 
with the National Secretaries Associa- 
tion in planning appropriate programs 
throughout the country. This is being 
accomplished through the presidents ot 
local chapters with the help of Mrs. 
Lilyan Miller, the NSA national presi- 
dent, and others. 

The Industry Sponsoring Committee 
is composed of executives of seven ma- 
jor manufacturers of office equipment: 


(To page 638) 
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WORRIES 
with 

NTI-SLIP 

LUDOX” 


in floor 
wax 


Floors Can Shine with a Layer of Safety 


Floors are safer to walk on, safer to work on HERE'S HOW “‘LUDOX”’ 
when the wax used on them contains Du Pont WORKS IN FLOOR WAX 


““Ludox”’ has tough, transparent 


““Ludox”’ colloidal silica. Such floor waxes give particles of minute size. The pres- 
sure of a footstep forces the hard 
unbeatable anti-slip protection to employees eee eee ea Tne actin 
° ° is absorbs much of the foot’s forward- 
and clients, to guests and visitors. moving energy .. . gives positive 


traction underfoot. 


Wherever safety counts, waxes fortified with 
“Ludox” give a unique snubbing action which =, ss, sasstest, Sgusty Fees ones Wale WH 
- heads off slips before they start. This advan- R 
tage is added at no sacrifice to the basic prop- LU DpDOX 
erties of high-quality wax. It may even be coucwas mura 
harder and have added depth of luster... ex- 
cellent water resistance and leveling properties. 


Ask your maintenance man to specify waxes 
made with anti-slip ‘“‘Ludox.”’ Have him get in 


®t6 us par orf 


a BETTER THINGS FOR BETTER LIVING... THROUGH CHEMISTRY 


P 


touch with your wax supplier today. One trial E. I. du Pont de Nemours & Co. (inc.) 


° | ° Grasselli Chemicals Department 
wil convince you. Wilmington 98, Delaware 
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No more tedious retyping and 
proof reading... wasting high- 
priced time in making extra copies. 


One page of typing saved 
per day...pays for the 
Bambino in any office. 
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Introducing 
The Bambino 


a new, high speed, low cost 
direct copying machine 
for every office... 


©@2eee00006 4 @eeee8d © 


Deli 


The Bambino is the new Ozalid” model, little larger than a typewriter. 


It reproduces anything typed, written, or drawn on translucent paper, 
that is not over nine inches wide, any length. Most letterheads are 
translucent enough for reproduction. 


It makes finished letter size copy in less than a minute, delivers them 
dry, at a cost of less than two cents. 


The Bambino needs no messy developing solutions. Any girl can use it. 
And it pays for itself, even in a small office. Modestly priced at $410. 


For a demonstration call the Ozalid office or distributor listed in your 
phone directory. Or write for free, illustrated Bambino booklet— 
to 180 Ozaway, Johnson City, N. Y. 


OZALID 


A Division of General Aniline & Film Corporation 
... From Research to Reality 
In Canada, Hughes Owens Company, Ltd., Montreal 
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You know what 
echoed noise is 


but—do you know... 


You know what 
floor noise is 


Bigelow Cushionlok* carpet absorbs up to 90% 


Send for your sample of Cushioniok, today. See what an 
outstanding buy you get with this handsome, durable 
carpet so perfect for offices, showrooms, hotels, stores — 
any place where there's noise and traffic. Write on your 
business stationery to Dept. AA, 140 Madison Avenue, 
New York. 


of floor noise ...deadens echoed noise, too! 


Bigelow Cushionlok Carpet is scientifically designed 
to absorb floor noise caused by footsteps, moving 
furniture, etc.; and quiet the reverberating sounds of 
voices, buzzers and machines. So high is the sound- 
absorption coefficient of Cushionlok that, in most 
cases, no other acoustical treatment is necessary. 


Cushionlok can be installed during the course of any 
normal working day. It can be laid on any type floor; 
can be cut, piecéd and re-laid at any time in the 
future. Cushionlok has its own built-in cushion lining. 
And you'll have no fear of slippery-floor accidents 
with Cushionlok, either! 


Save over 73% on maintenance! Figures show the 
cost of maintaining hard-surface floor coverings to be 
about 60¢ per square foot annually. Compare this 
with only 16¢ per square foot per year for Cushionlok. 
Figure it out for yourself—square foot for square foot, 
dollar for dollar—-you save with Cushionlok! 


*Reg U.S. Pat. of 


Bigelow Cushionlok Carpet 


For Better Acoustics 
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editorial Photo: A. Devaney, Inc, N.Y 
At River Rouge plant of Ford Motor Co. 


Strengthening our advantage 


IN the uneasy world in which we live, it is comforting to realize that our 
American productive capacity gives us an advantage over our enemies so great 
that they would have to be truly desperate to attack us. This superiority is 
attributable to methods rather than materials—we know how to organize to 
get the utmost trom every material asset that we possess. Our efficient produc 
tion procedures for peace-time needs can quickly meet the challenge of war, 
and assurance of that serves as the strongest of deterrents. 


7 This ability at organization includes the other member of the production 
team, the office—as well as the factory and other agencies of direct production, 
Earlier in grasping the principles of efficiency than the factory, the office is 
today in advance of the tactory in bold questioning of current methods and 
procedures, and in investigation and experiment with new devices now 
emerging. 


With office automation suddenly down from the clouds of theory and into 
actual usage, office management is faced with a whole new category of re 
sponsibilities and objectives. New and important decisions have to be made, 
work routines re-studied, new techniques developed, and training programs 
worked out to meet the needs of the new order of things. Fortunately, office 
management has never taken the attitude that anything about the office, 
however good, cannot in some way be improved upon. New developments, 
however revolutionary, will be taken in stride by those who manage the 
American office, and will serve to strengthen immeasurably the advantage 
we have over those who wish us ill! 
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Edmund F. Man- 
sure, in his 
Washington 
office 


He counts his offices 


by the thousand 


W ashington’s ‘busiest bee,’ Edmund Mansure, 
is the Federal government’s office manager 


by Larston D. Farrar 


A YEAR AGO, on May 2, 1953, Edmund F. Mansure, a 
trim, balding, suave Chicago textile manufacturer and execu- 
tive, was sworn in as Administrator of General Services for 
the United States Government. 

This automatically made him the government's No. | of- 
fice manager, for the General Services Administration is 
the agency which has charge of all of the Federal Govern- 
ment’s far-flung offices and installations (except military 
camps and such) in every part of the nation. Technically, 
it could claim charge of the offices and installations overseas, 
but lets the agencies which must maintain these offices actu- 
ally administer their own office affairs. 

Besides being Uncle Sam’s No. | office manager, Mr. Man- 
sure also became the nation’s biggest purchaser of office sup- 
plies and equipment, and its biggest record-keeper. 

When he was sworn into his new post last spring, Mr. 
Mansure shook hands with President Eisenhower and ex- 
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Although responsible for offices in 5,441 
Federal buildings, and two billion cubic 
feet of records, M e has f d time 
to meet more than 26,000 members of 
his department. 


pected, no doubt, to hear some words of encouragement. 
Instead, the President smiled and said: “Well, now you're a 
bureaucrat. Good luck.” 

Principal among his varied tasks, and probably uppermost 
in his mind these days, is supervision of the 5,441 buildings 
which are owned or leased by Uncle Sam. The GSA is re- 
sponsible for the operation of about 118,000,000 square feet 
of floor space in some 900 of these buildings and for keeping 
the other 4,341 buildings in good repair. Most of the latter 
are small post offices which are used wholly by the Post 
Office Department. 

As chief of the Federal Supply Service, Mr. Mansure is 
responsible for (1) procuring supplies of equipment of de- 
sirable quality, at the lewest possible price, for the various 
agencies of the Government; (2) obtaining the biggest dol- 
lar’s worth of use for the taxpayers’ money invested in those 
supplies and equipment, and (3) obtaining the most advan- 
tageous sales price for property, once it has ceased to be of 
use to Uncle Sam. 

The National Archives and Records Service, another in- 
tegral part of GSA, is responsible for the records of the U. S. 
Government. It is estimated that there are enough Federal 
records to fill seven Pentagon buildings to the ceiling. GSA 
has almost two billion cubic feet of records in its possession 
in nine Federal Records Centers and two Depositories. Rec- 
ords seem to accumulate faster than they can be disposed of, 
but Mr. Mansure has made a noticeable dent in the accumu- 
lation and he has high hopes eventually of whittling down 
the total storage space. 

Since he took office almost a year ago, Mr. Mansure has 
been the busiest bee in Washington, beyond all doubt. He 
also has been busy outside of Washington. First, he made 
it a point to become acquainted with the agency's regional 
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offices and warehouses and other installations. In the past 
ten months, he has shaken hands with more than 26,000 
GSA employees—all but a thousand or so who happened not 
to be available at the various places at the times he was visit- 
ing. Even before he took the post, he spent a month working 
day and night studying GSA on the operating level—at the 
Chicago office, Since taking over, he has lived and breathed 
nothing but GSA problems, and you can tell that he has a 
thorough grasp of his job from the time you first talk with 
him. 

Interviewed in the office originally occupied by former 
Secretary of the Interior Harold L. Ickes, longtime contro- 
versial cabinet member in the Roosevelt and Truman ad- 
ministrations (it used to be the Department of Interior 
Building but now is called the General Services Administra- 
tion Building) in Washington, Mr. Mansure spoke readily 
of the many problems that faces him as an office manager 
and as an ofhce supply and equipment purchaser. 

“We have done lots of experimenting since we took over 
—and we expect to do lots more,” he pointed out quickly, 
when asked about reports that Uncle Sam was putting in 
new techniques to utilize both office space and machinery 
more efficiently. “As a matter of fact, no sooner does some- 
one come in with a new idea—or a new machine—or a new 
technique—to sell than do we Say: ‘Okay, we'll try it out 
where we can tell—in an office.’ We have plenty of offices 
in which to make the experiments, so we go right ahead. 
Everything has to prove itself, and you can be sure we are 
always in line to hear a better idea.” 

Proof that Mr. Mansure (pronounced “man sure”) had 
some ideas of his own about efficiency and office management 
can be seen in the fact that the agency has been able to trim 
down its employment by about 1,000 since he took over. 
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He did this without firing a single person. He just didn’t 
replace those who retired, resigned, died, or who left because 
of illness or other valid reasons. At the same time, experts 
estimate that the agency in this fiscal year is saving some 
$130,000,000, which is no small amount even in a city where 
billions are tossed around in conversation every time Con- 
gress goes into session. 

One of the principal ways in which he has made these 
savings has been in cutting back the amount of space Uncle 
Sam has rented from private landlords. Millions of square 
feet of floor space formerly rented by Uncle Sam have been 
vacated in the past year, and millions more are slated to be 
vacated, 

“It is our eventual aim to cut back the use of rented and 
leased space to a minimum,” Mr. Mansure said. “It is un 
economical and encourages waste for Uncle Sam to rent and 
lease space, particularly when, as we have found, there are 
ways to increase the efficient use of space which Uncle 
Sam owns.” 

The ways in which the savings have been made are too 
numerous to detail here, but some idea of the philosophy 
of the man behind the savings and of his method of operat- 
ing may be of help to office management men everywhere. 

For one thing, he believes deeply in the true delegation 
of responsibility—and power. When he took over GSA, 
Mr. Mansure found that virtually every decision sooner or 
later had to be made in Washington. He didn’t like this. 
He immediately delegated the power—and the responsi 
There 
would be no more passing of the buck. He also delegated 
them the power—and the responsibility—to put into effect 
ideas that they, on the scene, could figure would make for 
real savings. 

At the same time, he felt that it was his job, as over-all 
director, to be a catalyst, to imbue the managers and em 
ployees with the idea of “let’s get going.” He impressed 
upon all his co-workers that he would rather see an idea 
working than staying on a planning board for months 
on end, 


bility—to make decisions to his regional directors. 


Also, he did not hesitate to go before the President's Cabi 
net, when it appeared to him that some agencies were drag 
ging their feet on the economy program, and to ask cabinet 
officers to see to it that the men responsible in the various 
agencies get to work on the ideas he suggested. 
sponse was immediate in every agency. 


The re 


Simplicity is almost a fetish with Mr. Mansure—par- 
ticularly in his relations with people and in what he is try- 
ing to do about Uncle Sam’s relations with its suppliers, who 
range from clip manufacturers to the makers of Boy Scout 
knives. 

“We have reversed the whole idea that it’s a nightmare 
of paperwork to do business with the Federal Government,” 
he pointed out. “Actually, we have striven to cut the red 
tape to a minimum, to convince suppliers that we want to 
meet them on a face-to-face basis, just as do the others to 
whom they sell. We want to dissipate the idea that you have 
to ‘know the right man’ to get business from the Govern- 
ment.” 

As a part of his “simplicity” campaign, Mr. Mansure 
inaugurated use of a new, simple form to handle the order- 
ing of materials, certifying their receipt and okaying bills 
for payment. A six-copy form now is standard throughout 
the Government, replacing some 50 different systems for- 
merly in effect, some of which required the filling out of up 
to 23 different copies. 

He pointed out that formerly it had cost the government 
at least ten dollars in paper work to buy just a one dollar 
item. Now, the time of both Federal workers and of sup- 
pliers is saved immeasurably. Since Uncle Sam makes some- 
thing like six million purchases in a typical year, the amount 
of time, effort and money saved by this one simplification 
can only be estimated, but it no doubt is appreciable. 

Later, he announced a sharp cutback in the variety of 
20 categories of things which Federal agencies can buy. He 
issued new Federal Standards which limit the types of such 
items as wood chairs, steel desks, typewriter stands, and a 
variety of other office supplies and stationery. 

Furthermore, in conjunction with the Small Business Ad- 
ministration, he has put into effect an intensive effort tc 
bring to small businesses complete information about pend- 
ing Federal purchases of civilian-type goods and other serv- 
ices and assistance available to them, 

Perhaps most important of all to those who supply the 
Federal Government with everything trom pens to paste- 
pots is the new method ef estimating and purchasing which 
Federal agencies are following, under Mr, Mansure’s new 
approach. The idea now being followed is for Uncle Sam's 
many agencies to estimate, several months in advance, their 
needs, and to let GSA know of these needs. The purchas- 


(To page 80) 
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St. Louis’ Kiel Auditorium will be scene of business show and most conference sessions 


NOMA’s 35th annual conference opens 
May 23 in St. Louis 


Dr. Kenneth McFarland will be keynoter 
at International Conference; largest NOMA 


business show ever held to run concurrently 


EQUATION FOR PROGRESS: better management + 
machines increased productivity. 

With this as its theme, the National Office Management 
Association will open its 35th International Conference in 
St. Louis on the 23rd of this month. The keynote speaker, 
who will discuss “Equation for Progress” at the opening 
general session will be Dr. Kenneth McFarland, educational 
consultant, of Topeka, Kansas. 

Exemplifying one factor in the “equation”—business ma- 
- chines—the most extensive office machinery and equipment 

exposition ever held by NOMA will run simultaneously 
with the three-day conference, and will be held open one 
additional day, May 27, to permit those attending the con- 
ference time to visit all the exhibits. 

This year, both the exposition and most of the conference 
sessions will be held under one roof, in St. Louis’ Kiel 
Auditorium. The Jefferson Hotel will serve as convention 
headquarters, and all social events, including the annual 
banquet, will be held there. 


Six major sessions, planned to develop the second factor 
of the “Equation for Progress,” better management, will be 
covered during the three days of the conference. 
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Dr. Kenneth McFarland 
Keynote Speaker 


Following the keynote address at the opening of the con- 
ference, the annual business meeting of NOMA will be held 
on Monday morning, May 24, at which time new national 
officers and directors will be elected and installed. The 
opening general session and business meeting will be held 
at the Jefferson Hotel. 

On Monday afternoon, the first conference session will be 
held at the Kiel Auditorium. First speaker of the afternoon 
will be Dr. Cylvia Sorkin, business consultant, of St. Louis, 
who will discuss “Progress Is Made by People.” Following 
Dr. Sorkin’s talk, Jack C. Staehle, director of industrial re- 
lations, Alden’s Inc., Chicago, will speak on “Teaching, 
Learning, Leading.” 

Tuesday's sessions, which will also be held at the Kiel 
Auditorium, will have as the first speaker Walter Reilman, 
of Ernst and Ernst, St. Louis, who will talk on “Madness in 
Your Methods or Method in Your Madness.” The second 
speaker at the Tuesday morning session will be Wesley 
Wiksell, professor of speech, Louisiana State University, 
who will outline “Progress Through Better Communica 
tions.” The Tuesday afternoon session will have as speaker 
James Thomson, special staff assistant, Accounting Depart 
ment, United States Steel Corp., Pittsburgh, who will talk on 
“Machines—A Solution or a Problem?” 

The morning session on Wednesday, the final day of the 
conference, will be devoted to a panel discussion on “Office 
Practices, Privileges, and Problems.” The four members of 
the panel, who will each cover a specific phase of the gen 
eral topic before the panel discussion, will be Mrs. Beatrice 
Chamberlin, who is in charge of personnel administration 
at the Mutual Benefit Insurance Co., Omaha; George H. 
Briggs, supervisor of employee relations, Saco-Lowell Shops, 
Biddeford, Me.; R, L. Hart, of Canada Wire & Cable Co., 
Ltd., Toronto; and R, F. Prinz, director of personnel, West 
ern Home Ofhce, Prudential Insurance Co. of America, Los 
Angeles. Phases of the subject which each speaker will cover 
hetore the open discussion are “Office Dress and Personal 
Cleanliness,” for Mrs. Chamberlin; “Vacations, Holidays, 
and Leaves of Absence,” for Mr. Briggs; “Attendance and 
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James Thomson 
Tuesday Session Speaker 


Calvin D. Johnson 
Banquet Speaker 


Punctuality” for Mr. Hart; and “Coffee Hour, Smoking, 
Relief Periods, and Telephone Privileges” for Mr. Prinz. 

The conference will end, as usual, with the annual lunch 
con on Wednesday, which will be held in the Gold Room 
of the Jefferson Hotel. 

Social events of the conterence will begin betore the tor 
mal opening session, with a tea for women guests, and the 
Chapter Presidents’ Dinner, which will be held at the Jet 
ferson on Sunday afternoon and evening, respectively. .\ 
special luncheon and entertainment will be held on Monday, 
and a tour of St. Louis on Tuesday tor women guests, while 
the annual banquet will be held on Tuesday evening at the 
Jefferson. 

The speaker at the banquet will be Calvin D. Johnson, a 
former congressman from Illinois, who is now Executive 
Assistant to the Vice President, Remington Rand Inc. He 
will discuss “Our Priceless Heritage.” Presentation ot 
NOMA’s two top awards, the Leffingwell Medal, and the 
Fellowship Award, will also be made at the annual banquet. 


SS : 


NOMA expects all previous show records to be broken .. . 
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... and, because of St. Louis’ central location, conference attendance is expected to reach a new high, 
too. Six major topics will be covered during the three days of conference sessions, 


Acme Visible Records, Inc. 

Addressograph-Multigraph Corp. 

R. C. Allen Business Machines, Ine. 

American Dictating Machine Co., Ine. 

American Photocopy Equipment Co. 

Art Metal Construction Co. 

Atlas Stencil Files Corp. 

Bankers Box Co. 

Charles Bruning Co., Inc. 

Burroughs Corp. 

Business Efficiency Aids 

Caleulagraph Co. 

Chart-Pak, Ine. 

The Cincinnati Time Recorder Co. 

Clark Peeper Co. 

Clary Multiplier Corp. 

Columbia Ribbon & Carbon Mfg. Co., 
Ine. 

Connecticut Telephone & Electric 
Corp. 

Copease Co. 

Copy-Craft, Inc. 

Ralph C. Coxhead Corp. 

Curtis Publishing Co. 
(The Saturday Evening Post) 

Dazor Mfg. Corp. 

A. B. Dick Co. 

Dictaphone Corp. 

Diebold, Inc. 

Ditto, Ine. 

Joseph Dixon Crucible Co. 

Dun & Bradstreet, Inc. 

Dupli Voice Co. of St. Louis 


Business Show Exhibitors 


Eastman hodak Co. 

Thomas A, Edison, Inc. 

The Elliott Addressing Machine Co. 

The Esterbrook Pen Co. 

Evans Specialty Co., Inc. 

Friden Calculating Machine Co., Ine. 

General Binding Corp. 

General Fireproofing Co. 

Gestetner Duplicator Corp. 

Geyer Publications 

The Gray Mfg. Co. 

The Haloid Co. 

Hamilton Mfg. Co. 

Harris-Seybold Co. 

The Heyer Corp. 

Hunter Photo Copyist of the Midwest 
(Div. of Jones-Wendell Corp.) 

International Business Machines Corp. 

Kee Lox Mfg. Co. 

LeFebure Corp. 

Manpower, Inc. 

Marchant Calculators, Ine. 

Master Addresser Co. 

The McBee Co. 

Miles Reproducer Co., Ine. 

Minnesota Mining & Mfg. Co. 

Monroe Calculating Machine Co. 

The Mosler Safe Co. 

National Blank Book Co. 

National Business Forms Associates 

The National Cash Register Co. 

National Litho Forms Co. 


Office Publications Co. 


Old Town Corp. 

Olivetti Corp. of America 
Peirce Wire Recorder Corp. 
Pitney-Bowes, Inc. 


Plus Computing Machines, Inc. 


Precisa Calculating Machine Co., Ine. se 
Record Files, Inc. Ls 
Recordak Corp. * 


Remington Rand Ine. 

Rite-Line Corp. 

Roneo Div. of Addo Machine Co. 
Royal Typewriter Co., Ine. 


Security Steel Equipment Corp. 
Shaw-Walker Co. 

The Sikes Co., Ine. 

Simplex Time Recorder Co. 
The SoundSeriber Corp. 

The Standard Register Co. 
Statistical Tabulating Co. 


Stow & Davis Furniture Co. 


TelAutograph Corp. 


Thomas Collators, Inc. 
Tiffany Stand Co., Ine. 
Times Facsimile Corp. 
The Todd Co., Ine. 


Underwood Corp. 


Varigraph Co., Ine. 
Victor Adding Machine Co. 
Watson Mfg. Co., Inc. 

(Rol-Dex Div.) 
Weber Addressing Machine Co. 
M. G. Wheeler Co., Ine. 
Wood Office Furniture Institute 
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What's best for your company— 


Pensions, profit-sharing—or both? 


by Robert M. Smith 


THE YEAR IS 1940. The scene is a restaurant. The group 
at the long table is an office staff, and the place of honor 1s 
held by one of their colleagues. A brief little ceremony fol- 
lows the meal, including a speech praising the guest by a 
company officer, and the presentation of some small gift 
from his colleagues and employers. 

Some office worker has reached 65 and is retiring. This 
is the end of his contact with his office; from now on, he’s 
on his own. If he has savings or an annuity bought through 
the years, he’s probably all right. If he has sons and daugh- 
ters who are fairly prosperous, then he’s still fairly secure. 
Otherwise, he has social security to fall back on and nothing 
else. 

The year is 1954, and the very same scene is being re- 
peated a hundred times a day—except for the ending. For 
now the employee who retires is as often as not simply 
moving into a new relationship with his former employer 
—a relationship in which the years of work he has put into 
the concern earn him a continuing return in the form of a 
pension, or a lump sum payment which can be invested or 
converted into annuities to serve as a pension, 

The great change has come—as have so many others— 
from the war years, when the shortage of labor and the 
ceiling on wages forced employers to compete with each 
other for scarce workers by offering more and more “fringe” 
inducements. One of the most powerful was some kind of 
pension scheme, which would give the worker a sense of 
security about the years following his retirement from work. 
This, together with company-paid life insurance, and com- 
pany-sponsored hospitalization plans, became a “security 
package”—a package which often induced workers to turn 
down higher-paid jobs, without the benefits, in competing 
plants. 


The othce trailed behind the factory in applying such 
plans, but not too far behind. The shortage of labor which 
hit factories first eventually siphoned off marginal office 
workers, and the loss was never fully replaced in the great 
postwar boom. Offices followed the factory pattern, first with 
pre-paid hospitalization, medical-surgical, and life insurance, 
and then with plans aimed at making the employee's post- 
retirement years secure, 

Today, the trend established during the war and post-war 
years has become a firmly established pattern: it is a rare 
office that does not either have some type of plan already in 
effect or is working on details of a plan to assure employees 
a retirement income. 

These plans, first instituted in many cases to hold work- 
ers in the face of competitive bidding from other offices, 
have proved to have unsuspected built-in bonuses for man- 
agement as well. In the first place, a retirement allotment 
clears the office of super-annuated personnel, who formerly 
had to be kept on because they would have been made des- 
titute by compulsory retirement at an arbitrary age. This 
keeps the entire office more efficient, and serves to hold 
ambitious younger workers who can see higher positions 
opening before them on a more or less flexible basis. 

Any Treasury-approved pension or profit sharing plan also 
generally offers great tax advantages to a company, as well 
as to its key executives. even in periods when the excess 
profit tax does not apply. 

Thus, all employer contributions to either a pension plan 
or a profit-sharing plan may be treated as business expenses 
of the company, and so, with a company or corporation 
whose earnings are very high, the benefit accruing to the 
employees is far greater than the cost to the employer. In a 
period of high tax rates, either the deferred profit sharing 


OFFICE MANAGEMENT May, 1954 


ee ae i ie “4 ‘ a eo: i os _ Pa Pa a ; = ial heap, = 
) ee, Sea 
| \Y ice 
E x ‘ ‘wy “tan Sf = 2 %% 
ao ty) AS (EELS x V0 
| gC N CEES eS 
f tABE ae 7) N\ LS 
“ry ‘ . 
: ae) AT] le 
Se ee PP “oe 
| TS SSS | UE Pe 
: ea a SJ — = e ti \ P : i. 
» 2 
| Pi, Es OA 
ee 
7 7 
. 18 eC 
a, é ape 2 % - = a a ' ’ ’ Ue rac ous q fe cay : ia Vis : ia a a “i is be q pa oe i ; 


plan or the pension plan also offers great tax advantages to 
employees, since, if they were to purchase annuities from in 
come, or invest part of their income in securities to build 
their own future security, they would first have to pay tax on 
the income. If their employer offers either a company-paid 
pension plan, or deferred profit-sharing plan, it costs the 
employee nothing, the funds invested are tax-free, and it 
costs the employer considerably less money to give his em 
ployees ample protection that it would to pay them the ad 
ditional income necessary for them to establish their own 
estate security. 


Since most plans do not permit the employee to withdraw 
all that has been paid into his account by the company if he 
leaves shortly after having been enrolled in the company 
plan, any sort of pension or deferred profit-sharing system 
has the added advantage of tying good employees to the 
office, and insuring in most cases that they will stay with it. 

What are the basic distinctions between a deferred profit 
sharing plan and a pension plan, and what are their respec- 
tive advantages for various types of offices? 

Basically, the pension plan demands a firmer commitment 
on the part of the employer than does the profit-sharing 
plan, and, for this reason, it is generally used more often by 
very large corporations than by small offices. Profit-sharing 
because of its flexibility, and because there is no obligation 
for the employer to make any contributions to the fund in 
periods when the company is not earning profits, is most 
popular in small and medium sized offices. But an increas 
ing number of companies are now employing a combination 
ot the two schemes in order to gain some of the advantages 
of each. 

Advantages enjoyed by pension plans include their reas 
surance to the employees: there is a certainty in pension 
plans trom the employee viewpoint that is not present in 
profit-sharing plans. Once a funded pension plan has been 
set up by a corporation, that corporation is obligated to pay 
in money to the fund, whether the corporation itself is mak 
ing profits or not. Its payment may be deferred during a 
bad year, but the obligation remains, and must be met 
eventually. 

This is true only of funded plans—it is possible to set up 
“pay-as-you-go” plans under which the company, pays em- 
ployee pensions, on a pre-determined scale, out of current 
income as employees reach retirement age. This sort of plan 
has twin disadvantages: the company, by not establishing 
a fund in advance of the date on which it must start making 
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Pension plans already in effect and plans 
developed in the future will be subject to 
different tax regulations if the proposed 
Internal Revenue Code of 1954 is enacted. 
Future plans may qualify for Treasury ap- 
proval, even if they discriminate between 
various types of employees in pension bene- 
fits, more easily than existing plans. On 
the other hand, much tighter restrictions on 
the investments which may be made by 
trusts are also embodied in the proposed 
code. 

The new code, like the old, stipulates that 
all pension plans must be approved by the 
Treasury before they qualify for income tax 
deduction. 


pension payments, avoids immediate expense, but must 
bear a much heavier burden as more and more employees 
reach retirement age than would the company which has 
used any of a variety of advance funding schemes. More 
over, since there is no fund, employee confidence in the 
plan is not as great as it would be in a funded or insured 
plan into which the company makes irrevocable payments 
during the employees’ working life. The company, more 
over, when it does have to start making payments, makes 
them without the benefit of accrued interest on funds de 
posited in advance. 

Since one of the major factors in any pension or welfare 
plan is its effect on employees, these are serious disadvan 
tages, and probably explain a continuing trend away from 
unfunded plans into the tunded type. Generally funded 
plans of any type will cost more than “pay-as-you-go” for 
an initial period lasting some years, but after that, as more 
and more employees become eligible for retirement, the 
costs of the funded plan will be much lower than “pay-as 
you-go.” Over the long-term pull, too, the effect of interest 
on the sizable fund built up by the company will periodic 
ally reduce costs of a funded plan. 

One additional factor helps to explain the growing trend 
toward funded as against unfunded pension plans. When an 
employer sets up a pension plan on a “pay-as-you-go” basis, 
he is in effect promising to deliver a certain sum of money 
per employee per year at a date which may be twenty years 
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in the future for even the oldest of his employees. To do 
this without establishing a fund at the time of the promise 
is in effect a gamble that he will be able to do what he says 
he will do. 

A funded plan is generally a safer system for both em- 
ployer and employee. 

Funded plans can be set up either on a trustee arrange- 
ment or through a variety of insurance plans. The chart on 
this page outlines some of the features of the various com 
mon types of funded plans. 

Since most pension plans are designed to give employees 
an income which, when combined with their social security 
benefits, will total a predetermined adequate living allotment, 
the plans are often set up to provide higher benefits on the 
worker's annual compensation over $3,600 than they are on 
the first $3,600 of his salary, which is the present base of his 
social security reserve. 

For this reason, too, pension plans are more complicated 
than the straight deferred profit-sharing system, since 
changes in the social security base or tax rate, and adjustments 
in social security benefits, usually call for revision of the 
company pension plan, 

But pension plans, even though complicated, and, once 
launched, obligatory, offer some major advantages to the 
small office—especially the small concern in which most of 
the stock is owned by company officers. For example, a small 


corporation in which ali stock is owned by the president 
and treasurer would if net profits in any given year were 
distributed in the form of dividends, have to pay the normal 
corporate tax on those profits before they could be distrib- 
uted as dividends. At the present time, when the new tax 
bill eliminating double taxation on dividends has not been 
passed, the dividend income in turn is then subject to indi- 
vidual income tax. 

If a part of the company’s profits instead is poured into a 
pension fund—in which the stockholder officers have pen- 
sions rights as do all other employees—the amount placed 
in the pension fund is not subject to the corporate tax. In 
the fund, it earns interest for a period of years, and when 
pensions are finally paid out of it, these pensions, while 
subject to the regular individual income tax will, because 
total income is smaller, not be as heavily taxed as they 
would have been if distributed in the form of dividends 
while company officers were drawing large salaries. 

Generally, pension schemes are aimed at providing an 
annual retirement income (including social security benefits) 
that will run between 40 and 50 per cent of the employee's 
average annual income during either his entire term of 
service with the company or the final ten years of service in 
the company. This assumes a working life with the company 
of approximately forty years, with pensions proportionately 


(To page 82) 


Pension Funding 


(This chart, which was used in the handbook distributed by the American Management Association at its Special 


Conference on Employee Group Benefits in New York in March, is reprinted here by courtesy of the A.M.A.) 


FUNDING MANNER OF BENEFITS ON SEVER- 
VEHICLE FUNDING MORTALITY TURNOVER ANCE OF EMPLOYMENT 
Group Annuity Single-premium deferred annuities Discounted Not discounted Employee contributions returned 
Contract purchased each year to cover re- in advance in advance as paid-up deferred annuity or in 
tirement benefit for each year’s cash with or without interest. Em- 
service, 


Deposit Ad- 


ployer contributions in cash, less 
surrender charge if not vested; if 
vested, employer contributions re- 


main for benefit of employee. 
ministration 
Contract 
A. Advance Contributions placed with insur- Discounted Optional to Same as above, except no surrend- 
Funding ance company in undivided ac- in advance discount in er charge on returns of employer 
Type count until single-premium annu- advance contribution in cash. 
ity purchased at retirement or vest- 
ed termination. 
B. Terminal No contributions placed with in- No discount No discount Employee contributions returned. 
Funding surance company in advance of re- before before 
Type tirement or vested termination retirement retirement 


when single-premium annuity pur- 
chased, Trust fund often used for 
employee contributions prior to re- 
tirement. 


Individual Separate contract of life, endow- Not discounted 
Policies ment, or a combination thereof in advance 
purchased for each covered em- 
ployee. 
Trusteed Actuarially determined deposits Discounted 
Plans in advance 


made to trust fund. Benefits at re- 
tirement paid directly from trust 
fund or purchased from insurance 
carrier. 


Pay-as-you- 
go Plans 


Benefits at retirement paid direct- 
ly out of company income. No 
advance funding. 


Not discounted 
in advance 


Not discounted 


, Employee contributions returned, 
in advance 


depending on vesting provisions. 


Optional to 
discount in 
advance 


Employee contributions always re- 
turned, depending on vesting pro- 
vision. 


Not discounted 


, Employee contributions always re- 
in advance 


turned. 
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Before moving in— 


Let’s condition office space 


by Kenneth H. Ripnen 
President, Kenneth H. Ripnen Co., Inc., New York 


(This article is based on an address made by Mr. Ripnen before the 1954 
Middle Atlantic Conference of Building Owners and Managers at Absecon, N. J.) 


EVERY OCCUPIED FLOOR, in every office building in 
our Cities, is a product of someone’s office planning ability. 

There are a multitude of thoughts on this subject, but 
there is always one best way to plan an office layout. 

At present, our office has finished about a year and a halt 
of work—and has about a year to go—in the planning, 
constructing, and equipping of the office layout for a New 
York bank. This bank has 43 floors of office layout in five 
different buildings, and employs approximately 2200 of- 
fice personnel in 220,000 square feet of office space. Each 
floor in those buildings represents an individual office layout 
planning problem. 

In showing the project to some visitors recently, we com- 
pared the office layout plans of several floors completed on 
this project over a year ago with office layouts we prepared 
for several of the floors constructed and equipped today. The 
thing that was most impressive was that the concepts and 
objectives then were as they are today, and the results ob- 
served in office plans were basically similar. 

Now, what does this mean? 

It means that, first, basic office traffic circulation patterns 
were obvious. (Plan of space) Second, standardization and 
equal distribution of the amounts of space assigned to de 
partments for general office workers and private office work 
ers were there. (Amount of space). Third, in the typical 
floors of each building there was sameness in the disposition 
and location of private office and general office areas. (Plan 
of space). 

This did not come about by chance—it was planned that 
way. 

If you were a department head, and your company had 
space standards as to the amount of space your department 
was to get, and the space was conditioned to influence your 
office layout planning ideas, then all of us, if given a prob 
lem, would come up with generally the same solution in the 
amount and layout of space, and each of us would feel that 
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the resulting office layout plan of the department was done 
by ourselves. 

Today, this should be the objective of the corporation in 
space administration, The work of our firm is to help to 
accomplish this, and to publicize this. 

Now, let’s look into the question of the amount of space 
required, and conditioning the premises for office layouts. 

Every corporation has different ideas as to the sizes tor 
private offices, and the amount of space required by office 
workers in the open general office areas, It is the office plan 
ning architect’s responsibility, aside from basic functional 
requirements, to compromise these with established space 
standards, before his recommendations are accepted, 

In a new building project, the column spans and window 
modules can be planned to satisfy the final agreed-on stand- 
ards. On the other hand, if the office is to be planned in an 
existing building, they must again be compromised to work 
with existing space limitations. This problem is mainly in 
connection with private offices as affected by column spans 
and window modules. 

Using 20 feet by 20 feet as the average structural bay, one 
can plan private office standards as follows: 

“A” type executive office—20 by 20—400 square feet. 

“B” type executive office—10 by 20—200 square feet. 

“C” type executive ofice—20 by 15—300 square feet. 

“D” type executive office—10 by 15—150 square feet. 

For the general office workers occupying 60 by 34-inch 
desks, we have used the following schedule fer space as- 
signments. 

Supervisor—100 square feet. 

Interviewer—80 square feet. 

Clerk—65 square feet. 

An “Analysis of organization, equipment, and space,” is 
used for all our projects to write a preliminary program of 
the client’s organization and space requirements before any 
office layout planning work is started, (To page 7%) 
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Evergreen shrubs are used to bind structure to ground, without interfering with building lines at 
“Office of the Year” Award-winning offices of Topeka, Peoria, and Western Railroad, Peoria 


EVERY NEW landscape architect fresh out of school faces 
the brutal realization that, despite the age of his profession, 
it is one of the least known. This was of little concern to 
anyone except Landscape Architects; that is, until offices, 
stores and factories stopped being built out to the lot line 
and automobiles became more common than men’s hats. 

As the Landscape Architects themselves have learned to 
think of something besides the aesthetics of well manicured 
bushes and have met these trends they have found new 
areas opened to them and almost limitless possibilities. The 
mere fact that the American Nurserymen’s Association has 
this year instituted an Award, for Industrial and Office 
Building Landscaping is an indication of the new interest 
which has only recently been engendered in the unknown 
profession. 


To make a long story very, very short, landscape archi- 


by C. E. Ha ond tecture is the process of proper utilizatio { the ground 
Scruggs & Hammond, Landscape Architects, Peoria, Il. — aerate? P . sous ego Sanaaeg sala 
area, It can and often does include such various items as 


the selection of the site itself, the general site planning, in- 
cluding the location of buildings, walks, drives, parking 
areas, rest and recreation areas; grading and the layout of 
the various elements of the plan, and detailed drawing and 
supervision of even individual plantings. The landscape 
architect, however, does not do any construction himself 
despite his constant confusion with the landscape gardener 
or the landscape contractor who actually digs in the shrubs 
and trees and cares for them. In fact, the landscape archi- 
tect must be a graduate of a recognized College of Land- 
scape Architecture and he may or may not be a member 
of the American Society of Landscane Architects. 

The person who is in charge of planning for the operation 
and maintenance of new office buildings or of maintenance 
of old office buildings has a big stake in the manner in 
which the landscape architecture is handled. Naturally, he 
wishes to avoid any possibilities of future embarrassment 

ail (and many builders of office buildings have been embar- 
oe, rassed when expansion became necessary or when it became 
Landscape architecture blends office into setting apparent that there was not enough room to park all the 
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cars ot the employees.) In short, proper attention to land 
scape architecture throughout the whole process of site plan 
ning will result in maximum utilization of the ground areas 
and the maximum effects upon the various groups who 
make use of that building in one way or another. 


The immediately preceding sentence brings up a rather 


new approach to the problem of landscape architecture 
which has been developed at our office. A number of years 
ago it became obvious that people who bought our services 
were not interested in aesthetic values alone. They ob 
viously had many other objectives which they wanted to 
accomplish. With that in mind, three vears ago we retained 
the services of David L. Keith & Company, public relations 
counsel, to aid us in the analysis of the needs of various 
clients. 

Cooperatively, we developed a process that we call “an 
alytical objectivity.” For example, the average manufactur 
ing concern has twelve different publics: Board of Directors, 
Community, Controller, Dealer - Wholesaler, 
Employee, General Public, Governmental, Labor, Media, 
Supplier-Creditor, and Trade. 


Consumer, 


It is quite obvious that a 
doctor (or any other person in business) may have a differ- 
ent classification of publics but he still will have a goodly 
number of them, each wanting different things. 


To illustrate this diversity of interest, let us take the ex 


ample of an office building w hich is constructed in an area 
zoned for office use but which is still largely residential in 
character. The architect, who would come under the head 
ing of supplier of services, would be very much in favor 
of showing off his building to greatest advantage. The 
neighbors would probably rather have it screened completely 
from view by high evergreens. The employees would prob 
ably be interested in constant change so the office did not 
always look like the same old place. Suppliers who were 
coming to sell would be interested in a parking space right 
in front of the door and a large sign indicating that that was 
the place they wanted to go to. This one example can be 
carried on and on, ad infinitum, but it shows that there ts 
a constant diversity of interest and it is absolutely necessary 
for the person planning the office and its use to know what 
the important points are with each public that need em 
phasis. 

The procedure which is followed is to list the publics of 
the particular client, and having done that analyze the pos 
sible effects that can be accomplished with the services of 
landscape architecture. For example, listed below are the 
original possibilities submitted for the community and em 
ployees at a Borg-Warner plant. Other publics were also 
covered in the same manner: 


(To page 88) 


Skilful planning of walks gives pedestrian “traflic control” to a building with many visitors 
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Just as the First Industrial Revolution relieved man of routine physical labor . . . 


Office 


automation: beginning of an era 


by R. Hunt Brown 
Automation Supervisor, Management Services Division, Ernst & Ernst, New York 
(Based on an address made by Mr. Brown at a conference on automation at the 
University of Pittsburgh in March) 


IN EXAMINING the history and fundamental techno- 
logical aspects of automation, we find that automation has 
deeply affected the factory, especially in the continuous pro- 
cess industries, but has had little effect as yet on the office. 
The problems of business are becoming more acute, because: 

1. Wages and fringe benefits of clerical staff have been on 
the increase and working hours have been on the decline in 
recent years, due to the supply and demand factor in labor. 
People don’t like routine tasks, whereas machines don’t 
care what type of work they do. Machines don’t tire under 
peak or seasonal overloads. 

2. As business expands, paper work or data processing 
has grown much more than business itself has expanded, 
and it is becoming more and more complicated as time 
marches on. We are being snowed under by paper. 

3. Modern scientific inventions are changing living con- 
ditions, population centers and buying habits, which in turn 
are changing merchandising methods. This pace is acceler- 
ating. 

4. Owing to decentralization caused by increased volume 
of business, the obtaining of up-to-date statistics for man- 
agement decisions is becoming more difficult. 

5. These tendencies make the businessman wonder how 
he will cope with them in the future when such conditions 
will be aggravated. 

The problem can be stated quite simply, ie., it is mainly 
one of data processing. Data processing consists of listing, 
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sorting, collating, calculating, filing, typing, and other fam- 
iliar office operations. The large volume of paper which is 
accumulating in business contains nothing more than facts 
and figures. The businessman needs records and statistics to 
carry on his enterprise, and he needs the data as quickly as 
possible for operations to be effective. 

The answer to the problem is also quite simple, and that 
answer is “electronic data processing.” Recent technical ad- 
vances, resulting from computer and other research in the 
last decade, have made available the building blocks re- 
quired to engineer automatic electronic systems which will 
meet the requirements of business. 

We now come to a very complicated question, “why has so 
little been done to solve the office problem?” 

It cannot be said that our national or international com- 
munication networks are inadequate: they are the best any 
country offers. It cannot be said that our engineers and 
technicians are not capable of building suitable equipment, 
as the electronic gear they are constructing for defense 
such as guided missles and anti-aircraft gun controls is far 
more complicated than business requires. It cannot be said 
that electronic apparatus is not reliable enough for business; 
it has been proven that it is far more accurate than human 
effort. It cannot be said that it is too slow, as electrons move 
with the speed of light—electronic computers are capable of 
doing 16,000 additions or subtractions a second. It can- 
not be said that electronic systems are not economical, as 
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electronics, in the Second Industrial Revolution, can relieve man of routine mental labor 


they would not be in such wide use outside ot the ofhce if 
this were true. 

The first large scale application of automation in the of- 
fice area of business was the Automatic Message Account- 
ing System installed to time and compute station-to-station 
long distance charges for the Bell System. The next was an 
automatic reservation system which International Telephone 
and Telegraph Corporation built for the Pennsylvania Rail- 
road. The third was another automatic reservation system 
which The Teleregister Corporation (then a subsidiary of 
Western Union) put in for American Airlines, Inc, There 
have been many others, 

The telecommunications companies were the first to apply 
automatic electronic equipment in the office area, and the 
business equipment companies are following the lead of 
these pioneers in electronics, Of particular interest is the 
Speed Tally System installed by Engineering Research Asso- 
ciates (a Remington Rand subsidiary) for the John Plain 
mail order company, and electronic computers being in- 
stalled for office work, which will be described later. 

We hear a lot about electronic computers, but this is only 
one of the many new tools of electronic systems. 

The principles of data processing in such electronic sys- 
tems are based on the capturing of data as soon as it is 
available, retaining information in magnetic memories, do- 
ing the required computation or data processing, and mak- 
ing the results readily available on a current basis. If bills 
could be rendered sooner, for example, it would mean money 
saving. 

In retailing, an electronic system could readily be devised 
which would largely eliminate clerical and paper work in a 
department or chain store operation. When a retail sale is 
made, certain data originate, such as quantity, description, 
and price of merchandise, when and how sold (cash or 
credit), also by whom, etc. This data is needed for inven- 
tory control, purchasing, billing, etc., all of which processes 
could be made largely automatic. In a bank, balances and 
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signature can be obtained for teller intormation regardless 
of bank branch location and of the branch in which the 
account is located. The personnel employed on the floor of 
a stock exchange could be replaced by electronic machines. 
Many other systems of this nature could be designed. 

Why has business done so little to automate the office? 
Now we are getting into a much more complex area, be- 
cause of the human factors involved. 

It seems clear that there is a wide gap between the elec- 
tronics manufacturer and the businessman, for the following 
reasons: 

1. The businessman does not speak the same “trade” 
language as the electronics engineer, and there are few 
qualified to speak both languages. 

2. Most electronics manufacturers do not thoroughly un 
derstand the equipment requirements of business, and most 
businessmen are not too familiar with the possibilities of 
electronics. 

3. Most of the new electronic systems for office use will 
have to be custom tailored in the beginning, before stand- 
ardization can be reached. There are still missing links in 
the new chains which have to be forged. Where there is a 
large market for a packaged item, such as a TV set, the 
electronics manufacturer will absorb the development ex- 
penses and then charge them off over a large volume of 
sales. In the case of a business system where individual re- 
quirements vary greatly and special systems have to be en- 
gineered, the equipment maker is not anxious to absorb the 
initial research cost and neither is the businessman; only 
when both are willing to participate in the initial cost of 
the first installation will the new systems be evolved. 

4. Most businessmen have not yet investigated the possible 
benefits of automation, or if they have done so, it has only 
been a cursory examination in most cases. 

This gap seems to be closing gradually, and automation of 
the office will probably be an evolution rather than a revo 
lution, (To be concluded in June) 
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A new approach to 
conference rooms 


TEXAS, which has so long prided itself on being the largest 
state—in terms of land area—in the country, now has an- 
other first on the record—it is the first state in the nation 
in which the bar association has its own headquarters build- 
ing. The new State Bar building is ‘scated in Austin, within 
a few blocks of the state’s highest courts, and the Attorney 
General's office. 

Strictly speaking, a State Bar building is not an office— 
but it does have one point of physical similarity with today’s 
large offices—it requires a variety of conference rooms, of 
various capacities. In the new State Bar building in Texas, 
these conference rooms, designed by Interior Designer Roy 
F. Beal, of Austin, vary in design to create an overall pattern 
of originality and distinction. 

Thus the Stewart Room, which is used as the directors’ 
room, has full walnut paneling on two walls, and specially 
printed emerald green damask covering above a walnut 
wainscot on the other two walls, Carpeting is the same 
color as the walls—emerald green, with a sculptured Greek 
key pattern, The walnut directors’ table is built in a “T” 
arrangement, and has black and gold legs, while the green 
note is echoed again in the leather upholstery of the Bank 
of England-type directors’ chairs. 

A mahogany Regency cabinet with gold mountings and 
black and gold marble top picks up the subsidiary colors of 
the table legs and the printed design on the damask wall 
coverings. (To page 40) 


26 


» 


4 ie 


Keynote in Presidents’ Room is gold and green 


Another view of the Strickland Lounge 
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Knotty pine, green upholstery lend warmth to Seeligson Room (left above), while weathered brick and oak are used for 
Judges’ Room (right above). Largest of conference rooms is Stewart Room (below) 
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Report to top management 


Illustrating the depth and scope of the services 


given by modern management consultants is this 


actual report, prepared by Sessions Engineering 


by W. J. Storm 


DURING THE TWO DAYS spent working on the new 
layout for the sixteenth and seventeenth floors we have be- 
come acquainted with some of the problems being en- 
countered in rearranging and moving the general offices. 
It has occurred to us that now may very well be the most 
opportune time to think about long range policy regarding 
such items as modernization, standardization, and layout 
problems. In this short report we are presenting some of 
our viewpoints regarding the general office. 

During the past several years the concept of office work 
has undergone a transformation, Offices have in the past 
been considered unworthy of any expenditure of time or 
money for planning of layout or work flow. Today, due 
to the increasing number of office employees receiving in- 
creasingly large salaries, emphasis is upon maximum produc- 
tion of paperwork at something approaching minimum 
costs. Management has become cognizant of the fact that 
considerable effort must be expended in the office in the 
way of proper layout, further mechanization, load charts, 
job descriptions, and other management techniques. We 
believe that the Company management should undertake a 
long range program for complete modernization and stand. 
ardization of the general office. 


Modernization 

It is our opinion that considerable improvement can be 
made in the general office area. The surroundings are rela- 
tively dull and uninspiring; furniture is for the most part 
over ten years old; a variety of file cabinet colors are used; 
noise level is high; and finally, the lighting appears to be 
inadequate. Some of these factors are beyond the control 
of management and can be remedied only with the co- 
operation of the building owners. The program sketched 
below should however be started with view toward gradual 
attainment. 

Step One in modernization calls for elimination of all 
interior walls with the exception of the executive offices on 
the sixteenth floor and two or three offices on the seven- 
teenth. Private offices do not allow for maximum space 
utilization and tend to create private bailiwicks which defy 
change or encroachment, They also complicate the lighting 
and ventilation problems. The offices set the space require- 
ments rather than permitting the job functions to set the 
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requirements. Rising space costs point up the desirability 
of maximum space utilization. Privacy requirements can 
best be met by one or two conference rooms for use by all 
second and third level executives. Low metal portable 
wall sections can occasionally be used for semi-private work 
centers, 


Color can be made to work constantly as an aid to better 
employee morale and can possibly increase productivity. 
An over-all plan of color relationships between walls, floors, 
ceilings, desks, and equipment should be developed. All 
future equipment purchases and decoration should be done 
to agree with this over-all plan. Your interior decorator 
can probably make many recommendations on this subject. 

Noise control by use of modern acoustical ceiling mate- 
rials, special floor coverings, noiseless equipment, and sound- 
proof rooms for IBM equipment should become a part of 
the modernization program. 

Air conditioning can be extremely valuable in obtaining 
maximum employee output during Chicago’s hot, humid 
summers. Better winter air control also results. Additional 
benefits in the form of cleaner work areas, reduction in 
street noise, and elimination of drafts will accrue. Due to 
the lack of cross ventilation on the sixteenth floor immediate 
action should be taken to install such equipment. The 
seventeenth floor areas can be considered at some future date. 

Adequate lighting is certainly a must for all work areas. 
Although we have not taken light meter readings, it appears 
that present lighting is inadequate. This is especially true 
of some of the private offices where supplementary lighting 
in the form of desk lamps is necessary. Ceiling type fluo- 
rescent units complete with egg crate diffusers should be 
considered. 

Office furniture, items such as desks, chairs, waste baskets, 
file cabinets, etc., should be purchased with the over-all plan 
in mind. Units should be chosen for both color and func- 
tion. All desks need not be one color but should be chosen 
to harmonize with surrounding walls and floors. Desks 
should be chosen for specific jobs. Special desks have been 
designed for comptometer operators, transcribers, etc. 


Sections of the office can be modernized at different times 


starting with sections most often visited by outsiders, i.e., 
merchandising group. 
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The reception rooms should be decorated to reflect the 
traditions of the company. Murals, plant photographs and 
products should be used to show company locations and 
activities. Visitors should get a favorable impression of the 
organization from the reception rooms. 

The modernization program does not necessarily apply to 
the furniture used in the major executive offices. Tradition 
should be respected in furnishing these spaces. Each indi- 
vidual executive should choose his own setting; of course it 
would be best if their choices were consistent. 

In conjunction with the program of modernization, stand- 
ards must be determined and applied. 
standards follows below: 


The discussion of 


Standardization 

Standards should be prepared for al] types of office equip 
ment and supplies. A standard unit for a certain category 
of clerk should consist of a specific type of chair with a 
certain type of desk complete with standard types of desk 
trays, calendar pads, etc. Two or three types of posture 
chairs would probably serve all the office needs. One or 
two types of desk accessories, ¢.g., letter trays, would suffice. 
Standardization should also include all office supplies such as 
paper, pencils, erasers, envelopes, etc. 

Forms control might well be considered as part of this 
program. We have noted size variation of several of the 
regular reports. 

Standardization of this kind should result in a more unt- 
form office appearance. Various and sundry units would not 
be gathered together in one section resulting in an appear- 
ance of discontinuity and poor planning. Status problems 
would be minimized since each equivalent employee would 
have the same furnishings. Further, purchasing and inven 
tory routines would be simplified since standard descrip 
tions would be used for these purposes. 

Standardization would be necessary to the long run suc- 
cess of the program to obtain the desired uniformity. 


Layout 

The preliminary layout which we have jusi finished is 
based on the opinions of the few people with whom we have 
discussed the various departmental functions. This proce 
dure is acceptable as a temporary measure but we feel that 
further study is desirable for the final program. The office 
layout should be based on the most desirable flow of work 
for the entire office. This information is probably best ob- 
tained by the use of job studies, job descriptions, work flow 
charts and similar devices. Combination of or elimination 
of jobs should be investigated. A smaller work force might 
be possible by creating more varied, higher level jobs by a 
combination of two or three simple jobs. Even such seem- 
ingly unimportant factors as the location of files or the water 
fountain should be given consideration to eliminate unneces 
sary steps, delays, and motions. 


Special attention shouid be given to provision for future 
growth. This is especially true of new departments which 
might result from changes in policy, ¢.g., a mechanical de 
partment if the Far West facilities are purchased. 

A program of this type could easily be carried by your 
own people and would probably result in enthusiastic co- 
operation by your department heads. Each supervisor would 
find this an excellent opportunity to review the jobs in his 


organization, (To page 86) 
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Outmoded, cluttered offices mean poor morale, low output— 
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—while well-designed, pleasant offices “pay their own way” 
through increased efficiency. Some companies report a 
35 per cent production increase after modernization, 
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News 
pictorial 


* ALWAC is a new electronic compu 
ter priced at a figure ($48,000) which 
places it in what must be called the 
low-price category for equipment of 
this type. It was developed by Glenn 
FE. Hagen, physicist and president of 
Inc., Redondo 
Beach, Calif., as part of a project backed 
by funds from Dr. Axel L. Wenner 
Gren, Swedish industrialist and philan 


Logistics Research, 


thropist. Its four-foot metal drum, 
shown at the left, uses what is said to 
be an entirely new principle of com 
puter memory, and is claimed to have 
a much greater capacity than previous 
drums. Basic commands are put into 
ALWAC by means of electric type- 
writers or paper tape equipment. Er- 
rors are detected by the control panel, 
ALWAC is 


suitable for use in many 


shown above at the left. 
considered 
office operations. 
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A This office on wheels developed from 
a plan by Merrill Lynch, Pierce, Fenner 
& Beane, New York brokers, to “take 
Wall Street to Main Street,” as the firm 
has expressed it. Shown are a cutaway 
drawing of one of three buses recently 
placed in service, and a view of its 
board room. The bus has a radio-tele- 
phone and land-line communications 
system to supply it with latest stock 
quotations and to permit customers to 
buy and sell stock directly from the bus. 
In addition to the board room, the bus 
has two private offices. The buses op- 
erate on a regular schedule in 15 com 
munities around Chicago, Boston, and 
Newark, N. J. The company’s home 
offices are at 70 Pine St., New York. 


V The use of modular furniture made 
possible a fifty per cent increase in the 
number of people occupying this of 
fice, according to the D & L Furniture 
Co., 61 W. Hubbard St., Chicago, 
which made this installation in the of- 
tices of Dorothy Flicek Industries, Inc., 
5680 N. Northwest Highway, Chicago. 
The 18 by 31-foot space is shown be- 
fore and after the installation. The new 
desks have Formica tops and softone 
finish. 
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CASE OF THE MONTH 


Eighth of a series describing how concerns have 
improved c ffice methods and procedures 


Blue Cross 


OFFICES ARE OFFICES, tactories are factories, and often 
it seems that never the twain shall meet—but the Blue Cross 
Plan of New Jersey, as completely an office operation as 
anything could be, has discovered a new and novel use for 
an elapsed time calculator, which at first glance would seem 
to be primarily a unit for use in a plant or factory. 

The Calculagraph is a self-contained unit which acts as a 
job timer, showing the time at which a particular job starts 
and the elapsed time between the beginning and end of the 
job. This information is printed on a card, which then 
serves as a record for use in calculating labor costs, payroil 
time, productive time, machine time, data for price rates, 
departmental time, and various other time records. 

The first obvious use for these units is in plants and shops 
where industrial work is being done. But the Hospital 
Service Plan of New Jersey, by taking a leaf from industry's 
book, has managed to use the Calculagraph to create the 


basis for important statistical reports in its tabulating de 
partment. 


Basically, the unit is used to record the elapsed time of 
jobs in process through the keypunch and verifying units ot 
the tabulating department, furnishing daily time and quan 


Caleulagraph (right) prints starting time for job, 
elapsed time to job completion, on card coded for 
operator, type of job, and quantity, as basis of 
weekly job production records. 
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Plan uses elapsed time 


computer to measure clerical work 


tity records by job type and individual. From these records, 
operator production and work volume reports are main 
tained. 

A special time card, coded for type ot job, operator, and 
card quantity, is prepared for each batch of work to be pro- 
cessed. When a job is assigned to an operator, the starting 
time is printed on the card by the Calculagraph; when the 
job is finished elapsed time is recorded by the same unit. 
(Rest periods are automatically controlled by the recorder so 

(To page 40) 
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q The Haloid Co., Haloid St., Roches- 
ter 3, N. Y., announces a new Tone 
Tray which permits making multiple 
copies of material containing halftones 
and line work. The tray is used with 
Haloid’s XeroX xerographic duplica- 
tion equipment to prepare offset mas- 
ters. Thousands of copies can be made 
from such a master. 


A The Garfield luminaire, made by the 
Pittsburgh Reflector Co., 467 Oliver 
Bldg., Pittsburgh 22, is offered in 4- 
and 8-foot lengths with two fluorescent 
lamps. They are shallow and can be 
surface or pendant mounted. 


q This ten-key adding machine has a 
keyboard window through which the 
operator may check entries before they 
are printed, It is made by the Friden 
Calculating Machine Co., Inc., 2350 
Washington Ave., San Leandro, Calif. 


q RCA’s newest electric dehumidifier 
has a compressor 33 per cent more 
powerful than last year’s model. It is 
designed to take 14 qts. of moisture 
rom the air every 24 hrs. The RCA 
Victor Div., RCA, is located at Cam- 


den, N. J. 


New 
for the office 


q Wheeldex & Simpla Products, Inc., 
40 Bank St., White Plains, N. Y., has 
improved its Simplafind motorized card 
file. The new model is faster and more 
compact. It is controlled by automatic 
push buttons. Card capacity runs up to 


300,000 cards. 


> A paper shredder designed for offices 
of average size is now made by L. R. 
Wallace & Co., 191 N. Pasadena Ave., 
Pasadena 3, Calif. The shredder per- 
mits safe disposal of checks, legal docu- 
ments, insurance papers, etc. 


OFFICE MANAGEMENT 


& This cabinet is from five to seven 
inches lower than conventional filing 
cabinets, yet its manufacturer says it 
has 18 per cent more filing space. Call- 
ed the Super-Filer Lo-4, it is 45% in. 
high, has swing front, and can be used 
for cards or correspondence, It is made 
by The General Fireproofing Co., 
Youngstown 1, Ohio. 


Y Designed for large areas, the No. 
AC-5406 Talk-A-Phone with No. C-20 
weatherproof horn is said to have ten 
times the volume of conventional in- 
units. A 
master station, it has a five substation 
capacity. It is made by the Talk-A- 
Phone Co., 1512 S. Pulaski, Chicago 
23. 


tercommunication system 
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© GF Co. 1954 


GF improves your firm's IF* 


A distinguished GF MODE-MAKER desk in your Reception 
Room impresses visitors, clients and customers 


It’s simply a matter of good business 
to look for charm, as well as good looks, 
in a receptionist. The same holds true of 
your reception room and its furnishings. 
That's why so many progressive com- 
panies have their charming, good-look- 
ing receptionists sitting at charming, 


good-looking GF Mode-Maker desks. 


The Mode-Maker has al! the fresh, clean 
lines of functional beauty that speak so 
well for any company. Because most 
receptionists “double in brass”, the 
toll-away typewriter shelf (shown above 
tat the girl's left) is there when needed 
»»+Out of sight when not being used. 


The modern design of GF’s Mode- 
Maker, its colorful finish and ultra- 
smooth, stainproof Velvoleum top fully 
reflect the prestige of your organization. 
All this plus economy. ..for its cost comes 
to less than half of 1% of its user's 
salary over a span of 15 years and more. 


Try out a handsome Mode-Maker in 
your reception room for a free 1G-day 
trial. But we warn you...it will literally 
sell itself to your company’s callers, to 
your own personnel...yes, and to you, 
too! Just call your nearest GF distrib- 
utor or write The General Fireproofing 
Co., Dept.O-30, Youngstown 1, Ohio. 


NATIONAL SECRETARIES WEEK: MAY 23-29 « Better Secretaries Mean Better Business 
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OFF:CE MANAGEMENT 


*7MPRESSION FACTOR 


GENERAL 
FIREPROOFING 


(“Foremost in Metal Business Furniture 


MODE-MAKER DESKS + GOODFORM 
ALUMINUM CHAIRS + SUPER-FILER 
MECHANIZED FILING EQUIPMENT « 
GF ADJUSTABLE STEEL SHELVING 
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Y This motor-driven microfilm read- 
er has recently been introduced by the 
Recordak Corp., 444 Madison Ave., 
New York 22, a subsidiary of the East- 
man Kodak Co. The new reader per- 
mits magnifications of 23, 30, and 40 
times by simple interchange of lenses. 
It can read images made by standard, 
duo, or duplex microfilming methods. 
Direction and rate of film travel are 
controlled by one knob, images can be 
rotated 360°, and facsimile prints can 
be made. 


> Concealed hinges are a feature of the 
new Victor “600” line of safes now 
offered by Victor Safe & Equipment 
Products, Remington Rand Inc., 315 
Fourth Ave., New York 10. Hiding 
the hinges is intended not only to give 
the safes a streamlined appearance, 
but to place the hinges beyond reach 
ot damage by burglars. The safes have 
the Underwriter Class C. Labei, one- 
hour protection, T-20 certification, Un- 
derwriter’s Relocking Device Label, 
and the Safe Manufacturers National 
Association one hour label. 


34 


@ This ash tray is a product of the 
Mayer Mfg. Corp., 3130 W. SIst St., 
Chicago 32. It measures 4% inches 
square and is made of a heavy gauge, 
heat resistant metal with a copper or 
grey hammertone finish. The manufac- 
turer says the finish will not crack or 
peel and that it is easy to clean. The 
company also produces a round ash 
tray six inches in diameter. 


q The new No. 479 “gliding desk” 
cabinet is a combination filing and 
storage cabinet and typewriter stand. 
It has two correspondence drawers and 
two card drawers. A similar model, 
No. 379, has three file drawers. Type 
writer carrier and drawers have ball 
bearing support. The manufacturer is 
the Cole Steel Equipment Co., Inc., 
285 Madison Ave., New York 17. 


OFFICE MANAGEMENT 


‘ The Twin Safe-T-Set is the newest 


in the long line of products offered by 
the Bert M. Morris Co., 8651 W. Third 
St., Los Angeles 48. It has two pens and 
each well holds two ounces of ink. 
Hard tipped points are used on the 
pens. The set is available in any of 
eight colors. 


4 This telephone booth is acoustically 
designed to reduce outside noises 50 
per cent. Called “Acousti-Booth,” it is 
made by the Burgess-Manning Co., 
5970 Northwest Highway, Chicago 31. 
It can be used in corners, against walls, 
or in circular arrangements. 


4 To provide handy information on 
how to finish and care for floors of 
various types, Multi-Clean Products, 
Inc., 2227 Ford Parkway, St. Paul 1, 
has designed this 4 by 6-inch cardboard 
Florule, which is distributed free. The 
Florule has a rotating dia]. When point- 
ed to indicate a given type of floor, it 
shows floor materials, coverage in 
square feet per gallon for each, drying 
times, etc. 
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Ideal for any office 
where space is limited 
A filing cabinet, typewriter stand and storage cabinet all 


in one. Just what you need if your space is limited. A ball- 


bearing, retractable typewriter desk is built in and pro- 


tected by a locked outer door. The touch of your finger 
will glide the ball-bearing carrier back after use, ready 
to lock up your typewriter safely. Also has three Cole 


letter size, ball-bearing drawer Plus two storage compart- 


ments under lock and key. Made of heavy gauge steel, 
will last a lifetime. Size 37’’ wide, 40” high, 17” deep. 


Olive green or Cole gray baked enamel finish. 


No. 379 LETTER SIZE $5495 


All units available with 
plunger type lock that automatically 


LEGAL SIZE 
locks all drawers at $7-50add'I. 


The above with legal size instead of 
letter size drawers. 40" wide, 40° high, 
17” deep No. 879 $57.95 


Similar to above No. 379 but with two double 
index drawers added, replacing the top letter 


size drawer. Index drawers are designed for 3x 5 


or 4x6 cards (6400 capacity). Can also be used 
for leases, contracts or cancelled checks. Olive 


green or Cole gray baked enamel finish. 


No. 479 $5995 


Typewriter and supplies 
out of sight, safe, 
under lock andkey. —» 


Available in Grained Walnut, Mahogany or Knotty Pine finish $12.50 additional 


Above are two fast-moving Combination Units’’. . . 20 other models available. 


STEEL EQUIPMENT COMPANY, 
_ 285 Madison Avenue, — New York 17, New York — 
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FREE 


A set of interlocking stackers 
furnished FREE with each Pronto file. 
They interlock securely for stacking 
as high as the ceiling. 


save with PRONTO 


Ruggedly built of 275 lb. fibre board, 
reinforced with steel on the shell 

and the four corners of the drawers. 
Beautifully finished olive green steel drawer fronts 
match your regular active files. 


Single Carton 

Ps Used for | Width _ Height Length | File No. | Lots lots 
*Letter Size 112%” 10%” 24” 12101 | $4.45 ea. $4.35 

*Legal Size 15%" 10%" 24” | 1510L | 5.60 ea. 5.50 

Check Size 9%" 4%" 24” | 1941L | 3.00 ea. 2.90 

8x5 Forms (2 rows) 107” 8%” 24” 108L 4.25 ea. 4.15 

Freight Bills 6 aa 24” | 1971L | 3.55 ea. 3.45 FOLLOW BLOCKS 
5x8 Forms 8%" 54” -24” | 1851L_| 3.30 ea. 3.20 _—=LETTER size 94 SAE on cee 
4x6 Cards (2 ows) 12%” 5” 24” | 1245L | 3.95 ea. 3.85 $660 

*Ledger Sheets 12%” 12%” 18” 1212M 6.70 ea. 6.60 LEGAL size 9 


*Packed 6 to a carton — All others, 12 to a carton 


CHECK size $3°° 


WRITE FOR LATEST CATALOG SANITARY BASES — Available for every size Pronto .... $3°° 


ronto 


; STORAGE FILES PRONTO FILE CORPORATION, 285 Madison Ave., N. Y. 1 
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p> A new Airtube carrier designed to 
carry tabulating-machine and punch 
cards has been introduced by the Lam 
son Corp., 10 Lamson St., Syracuse, 
N. Y. It has a 7 


hold up to 50 cards. The carrier can 


in. slot which can 


be used in standard 4-in. air tube sys 
tems, traveling 30 feet per second. 


> Quik-Tac is a new three-way thumb 
tack tool made by Osrow Products Co.. 
Inc., 95-10 218th St., Queens Village, 
N. Y. One end is magnetized to hold 
tacks in different positions. There is a 
small claw for extracting tacks, and a 
covered storage container 1s also pro 
vided. 


Y A feature of this dehumidifier is a 
special “Humidistat Control” which 
reacts to the moisture content ot the 
air and operates the dehumidifier as 
called the 
Aqua-Sorber HC 20 and is made by 
Walton Irvington 


11, N. J. It has a 1/5 h.p. compressor. 


required, This model is 


Laboratories, Inc.. 


4 The No. 200 electric stamping re- 
ceiptor simplifies the receipting of bills 
by stamping them “PAID,” printing 
teller’s identification number and date, 
severing the bills and dropping the ac 
counting stub automatically in a locked 
compartment. It is made by The 
American Pertorator Co., 625 W. Jack 
son Blvd., Chicago 6. 


. (lower right) “Silent” dictation to 
any standard machine is possible with 
Repeat-O-Mask, made by Voice Re- 
porting Co., 38 Park Row, New York 
38. Designed for verbatim court report 
ing, it is equally useful for dictation in 
noisy offices, The new design allows 
normal, comfortable breathing. 


Y \ timer to turn air conditioners on 
and off at pre-set times is made by the 
Tork Clock Co., Inc., Mt. 
N.Y. Standard conditioners plug easily 
into this No. 1919-GSK unit and can 


be set to come on in time to cool the 


Vernon, 


office betore workers arrive. 


& The National Cash Register Co., 
Dayton 9, Ohio, offers its new Class 
34 accounting machine as a low-priced 
model designed for small or medium 
sized ofhces. It can handle accounts re 
ceivable and payable, payroll, ete. 


al The Compact photocopier combines 
both printer and processor in a simpli 
hed, portable unit small enough to rest 
conveniently on the corner of a desk. 
It is made by Cormac Industries, 41 


kk. 42nd St.. New York 17. 
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WHAT TO DO? 


FROM tume to time the editors of Office Management re 
ceive queries or suggestions from office managers which 
they feel might best be answered or commented on by other 
ofhce managers, We are therefore starting this month a 
“Swap” column, in which readers are invited to exchange 
ideas, present problems they feel other office managers may 
be able to help them with, or ask comment on some idea 
they are trying for the first time. 

Our first contribution comes from Mr. W. H. Broderick, 
Kclipse Pioneer Division, Bendix Aviation Corp. 

We ask your comments on Mr. Broderick’s letter and 
memo, which will be relayed on to him, and we invite also 
presentation of problems you are facing, or procedures you 
have found useful. Please indicate on your letters whether 
or not you wish your name and company used. 


Editor, Office Management 
Dear Sir: 

Attached hereto is a memorandum which I have dis 
tributed to all Department Heads in connection with the 
excess distribution of notices, etc. 

It may be your experience that other companies have had 
the same problem and have come up with some method 
to simplify this situation. If you have anything on record 
to assist me, | would appreciate your forwarding it at your 
earliest convenience. 


Thank you again tor your cooperation and with best 
regards, 


Very truly yours, 


W. H. Broperick 

General Office Manager 

Eclipse Pioneer Division of 

Bendix Aviation Corp., 
Teterboro, N. J. 


PO: All Deparunent Heads 
DATE: February 2, 1954 
SUBJECT: Excessive Copies 
of Notices 


\t the present time, we are distributing as many as 200 
copies of notices regarding changes in personnel, new as 
signments, holiday notices, and similar letters. The reason 
for this has been that each Department Head may have 
sufficient copies to forward to his supervisors or other per- 
sonnel affected thereby. This apparently results in al] these 
200 or more copies being filed 2way in as many file cabi 
nets which in turn results in more requests for filing equip 
ment, space, et 

In an endeavor to end this “chain reaction” we would 
like to make it a policy to send just one copy of all notices 
to Department Heads tor them to disseminate the infor 
mation contained therein to all their supervisors. This pro 
cedure, of course, would immediately force the secretaries 
te copy the notice and send it out to the various sections 
involved. 

This does not solve the problem, and the purpose of this 
memorandum is to solicit suggestions as to how each de 
partment would distribute information contained in the 
various notices issued trom time to time to the employees 
concerned without creating further paper-work. We would 
like to adopt the best solution to this problem as standard 
practice, 

We are distributing 200 copies of this memorandum so 
that it may be widespread. Please do not file it, Put your 
suggestion on the bottom ot the memorandum and return 
it to the writer. If you have no suggestions, throw it in 
the wastebasket. 

Your cooperation and attention would be greatly appre 
ciated, 


W. H. Broderick 


Conference rooms— 
(From page 26) 


Vhis strictly tormal approach is considerably modified in 
the Seeligson Room, with its knotty pine walls, and olive 
green touches in upholstery and carpeting. Windows have 
shutters finished in pine tones instead of curtains, and the 
casual note is maintained in the captain’s chairs which sur 
round the conterence table of cherry wood. 

Similarly informal is the Judges’ Room, in which one wall 
is covered with hand molded brick. and the others are cov 
ered with brown visavan cloth above a weathered oak wain 
scot, Carpets are medium brown, and draperies are hunter 
green. The conterence table and chairs are of oak, with the 
chairs covered in dark red Jeather. 

The traditional style dominates again in the Presidents’ 
Room, m which the wall area over a continuous walnut 
wainscot is covered with green and gold covering, and an 
antique gold rug is used on the floor, Shoji panels with rice 
paper backing, made to order in Japan, cover the windows. 

The last of the five conterence rooms, the Clark Family 
Room, is designed in a strictly modern style, in shades of 


0 


brown ranging trom beige to very dark tones. Three walls 
are covered with woven beige tabric, the fourth is paneled in 
dark brown insulation cork, applied in varying thicknesses. 


Case of the month 


(From page 31) 


that no time will be indicated). At the end of each day, 
elapsed time taken for the particular job, and the card 
quantity of the job, are kevpunched and verified into each 
time card trom the information printed on the card by the 
Caleculagraph. These time cards are in turn consolidated 
weekly, sorted by job code and summarized. 

The summary cards are then put through an IBM elec- 
tronic calculator where the hourly average for each operator, 
in each job classification, 1s calculated and punched. 

Summary cards are sorted to operator codes within job 
codes, and a report ts run which indicates individual aver 
ages within each type of job. 

Both production controls and personnel analysis, as well 
as a wealth of other statistical reports, are based on the 
operation, 
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A Monthly Feature 


. 


Tools of the Office 


General Office Furniture: Work Area Desks 


and Secretarial Posture Chairs 


Manufacturers’ List on Page 61 


Milwaukee Chair Co. 


No. 15514FL 


All-Steel Equipment Ine. 

Illustration. At right, below. 

Model. No, 6340. 

Type. Secretarial desk, steel. 

Description, Has two pedestals, with 
center drawer and either a correspond 
ence drawer and box drawer or three 
box drawers. Typewriter compartment 
in left pedestal. Correspondence draw Art Metal Construction Co. No. 709A chair and No. I855TL desk 
er has full ten-bearing suspension, other 
drawers have six-point nylon glides. 

Two pop-out dictation shelves. Top 

measures 60 by 30 in., desk height is 

29 in. with adjustable leveling feet. 
Both top and drawers are interchange 
able. Waste paper basket in back panel, 
out of sight. 

Finishes. Top, in linoleum or vinyl, 
to harmonize with desk body. Desk 
body in grey, either of two shades of 
green, or tan. Hardware of satin 
chrome. 

Other Furniture. A complete line of 
office desks, chairs, bookcases, tables, 


filing and storage cabinets, and lockers. f 
General Fireproofing Co. No. 2123 chair and No. 1760F desk 


Alma Desk Co. 

Illustration. Next page. 

Model. No. 1663-F. 

Type. Clerical desk, wood. 

Description. A two-pedestal model. 
This is one of the 1600 series of “Stand- 
ardizer” desks. File drawers in desks 
of this series are suspended on roller 
bearings. Desk shown has center draw- 


er and two sliding reference shelves in 


addition to other drawers. Knee space 
posts are “densified.” This, states the 
manutacturer, makes them “forever im- 


pervious to abrasions.” Mortise and 


tenon construction used throughout All-Steel Equipment Inc. No. 711 chair and No. 6340 desk 
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Globe-Wernicke No. 3M-60FT desk 


Knoll Associates No. 501 desk 


desk. Height is adjustable trom 29 to 
301% in. 
Finishes. Top in walnut, oak, or 


Formica. Desk body in walnut or oak. 
Hardware of brass. 
Other Furniture. 


desks. 


A complete line of 


Art Metal Construction Co. 
Illustration, Preceding page. 
Model. No, 1855TL. 

Type. Typewriter desk, steel. 
Description. 
left one containing the typewriter com- 
partment. Equipped with either three 
box drawers or one box drawer and a 


Has two pedestals, the 


correspondence drawer. Correspond- 
ence drawer has side arm ball-bearing 
suspension, other drawers have “E-Z 
Slide Suspension.” One sliding refer- 
ence shelf. Top measures 55 7/16 by 
30 1/16 in. Desk height 29 or 304% in. 
Typewriter compartment has Art 
Metal’s “Fold-O-Way” 


vice. 


typewriter de 


Finishes. Top, ot linoleum, in vari 
Desk body in variety of 
colors. and finishes. Hardware of satin 


ous colors. 


aluminum. 
Price. $198 to $219 in Zone 1. 
Other Furniture. Desks, chairs, fil- 
ing cabinets, ete. 


Berger Mfg. Div., Republic Steel 

Corp. 

Ilustration, Opposite page. 

Model. No. 5154-L. 

Type. Secretarial desk, steel. 

Description, Has two pedestals, ad- 
justable at four points. Equipped with 
concealed three box 
drawers, two sliding shelves, and type- 


center drawer, 
writer compartment. Nylon glides and 
ball-bearing cradle suspension are used. 
Typewriter platform folds vertically to 
save space (see illustration). Trays for 
3 by 5 and 4 by 6 cards available to fit 
box drawer. Desk has 18 gauge steel 
top, reinforced longitudinally with four 
18 gauge channels and_ transversely 
with four 16 gauge channels. Top 
measures 54 by 30 in. Desk height is 
adjustable from 29 to 30% in. 

Finishes. Top, of linoleum, in mist 
green or blond tan. Desk body in plat- 
inum grey, walnut, or mahogany 
enamel. Hardware and trim at top of 
stainless steel. 


Price. $185, list, in Zone 1. 

Other Furniture. A \ong line ot 
desks, filing cabinets, bookshelf units, 
transter cases, and storage cabinets. 
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Indiana Desk Co. No. 1593 desk 


Cole Steel Equipment Co.. Ine. 

Illustration. Page 44. 

Model. No. 1621. 

Type. Clerical desk, steel. 

Description. Has two pedestals, con 
taining a total of three letter fle draw 
ers and two double card drawers for 
3 by 5 or 4 by 6 cards. These may also 
be used for cancelled checks. 
ride on ball bearings and have spring 


Drawers 
compressors. Desk also has a reter 
ence shelt. Top measures 5414 by 251% 
in. Desk height is 301% in. 

Finishes. Grey or olive green baked 
enamel. 

Price. $89. 

Other Furniture. A number of other 
desks, chairs, filing and storage cabinets 
with and without 
transfer cases, etc, 


concealed vaults, 


Columbia Steel Equipment Co. 

Illustration. At \eft. 

Model. No. ST60L. 

Type. Secretarial desk, steel. 

Description. A two- pedestal desk 
with typewriter compartment in the left 
pedestal. Right pedestal contains one 
card drawer, one stationery drawer, 
and one storage drawer, mounted on 
glides. Optional letter-size drawer has 
progressive suspension. Desk has one 
sliding reference shelf and a center 
drawer. Top measures 60 by 30 in.; 
desk height adjustable trom 291% to 
30% in. 

Finishes. Top in blond tan, mist 
green, grey, or dark green linoleum. 
Desk body in grey, olive green, sea mist 
green, Samoa beige, walnut, or ma 
hogany. Hardware of solid aluminum. 

Price. $188 list, Zone 1. 

Other Furniture. A line of desks, 
tables, filing cabinets, telephone stands, 
bookcases, etc. 


Corry-Jamestown Mfg. Corp. 
Illustration. Opposite page. 
Model. No. 3545R-10L. (“Steel Age” 
series. ) 
Type. 


interviewing purposes, of steel, 


Salesman’s desk, suitable for 
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Next Month: 


Bookkeeping and Payroll 
Machines and Systems 

Intercommunication 
Equipment 


Description. A single-pedestal model, 
with a wide, shallow drawer over the 
knee space and either three box draw 
ers or one box drawer and one corre 
spondence drawer. Roller suspension 
is provided, and the correspondence 
drawer is mounted on roller progres 
sive suspension. The desk has one ref 
erence shelf. Insert card trays, conve 
nience tray and glass top reference shelf 
available. Top measures 32 by 55 in., 
height adjustable from 29 to 301% in. 

Finishes. Top in Corroleum, vinyl, 
Textolite, Duran, etc. Body in grey, 
green, desert sage, mist green, mahog 
any, walnut, or blond walnut enamel 
or lacquer. Hardware of white metal. 

Price. $140 $160, list, Zone 1. 

Other Furniture. Desks, tables, til 
ing and storage cabinets, ete. 


D & L Office Furniture Co. 


Illustration. Below, center. 
Model. Modular “Step Typing Unit.” 


Type. L-shaped secretarial unit, of 
wood. 


Description. A modular unit com 
posed of several basic elements. Has 
desk unit with one pedestal and auxil 
iary top with step to hold typewriter. 
Pedestal contains one correspondence 
Center 
drawer and sliding reference shelf also 


drawer and one box drawer. 


provided. Top of basic unit measures 
42 by 30 in., height adjustable trom 29 
to 31 in. Auxiliary top measures 66 by 
18 in. End panels and closing-in panels 
for side of desk or auxiliary units also 


available. Pedestals, tops, etc., can be 


Dixie Chrome No. 1001 desk 
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Tools of the Office 


rearranged in various combinations. 
Finishes. 
Other finishes available. 


Genuine walnut or oak. 


Price. $120 for the combination 
shown. 

Other Furniture. Modular partitions, 
and various combinations of the basic 
desk elements. 


Dixie Chrome Products 
lilustration. Below, left. 
Model. No. 1001. 

7 ype. 
Description, 
with three drawers, including a corre 

Desk mounted on 

tubular steel framework (see illustra 

tion). Has fixed well for typewriter. 

Top measures 24 by 48 in.; desk is 29 

in. high. 


Receptionist desk, steel. 
A single-pece stal desk 


spondence drawer. 


Finishes. Top in any of 14 colors ot 
Micarta. Hardware of chrome. 

Price. $105.70 

Other Furniture. 
tables, etc. 


A line of chairs, 


Dorset Steel Equipment Co. 
Illustration. Above, right. 
Model. No. 2000. 

Type. Typewriter desk, steel. 
Description. 
the left containing the typewriter com 


A two-pedestal model, 


partment, the right containing a box 
drawer and a correspondence drawer. 
Has a center drawer with lock, and 
a reference shelf. Top measures 24 by 
30 in.; desk height adjustable from 
29%4 to 30% in. 

Finishes. Top in grey, grey jaspe, o' 
tan jaspe linoleum. Desk body in grey, 
tan, green, or mist green. Hardware of 
chrome. 

Price. $89.95 list, Zone 1. 

Other Furniture, A \ine of desks and 
tables. 


The General Fireproofing Co. 
Illustration. Page 41. 
Vodel. No. 1760F “Mode Maker.” 
Type. Clerical desk, steel. 


Description. A two-pedestal model 


D & L modular Step Typing Unit 


Dorset 


No. 


2000 desk 


Hillside No. A-IS desk 


Orna Metal No. 8-860 desk 


Harrison No. SD-6030-LP desk 


Corry-Jamestown No. 3545 R-1LOL desk 
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Yawman & Erbe No. 6600-31 desk 


with center drawer, correspondence 
drawer and four storage drawers, inter- 
changeable. File drawer has ball-bear- 
ing suspension, other drawers have 
channel suspension. Has two sliding 
reference shelves. Top measures 60 by 
30 in.; desk height adjustable from 29 
to 30% in. 

Finishes. Top in green, grey, mist 
green, or blond tan Velvoleum or in 
green, tan, or grey Textolite. Desk 
body in green, grey, autumn haze, 
glen green, Chesapeake green, Manila 
tan, or baked enamel. 
Hardware and trim in anodized alumi 
num. 


suede brown 


$188, list, Zone 1. 
Other Furniture. 


Price. 
A complete line ot 
desks, tables, chairs, filing and storage 
equipment, and shelving. 


The Globe-Wernicke Co. 
Illustration, Page 42. 
Model. No. 3M-60FT “Streamliner.” 
Type. Clerical desk, steel. 
Description. A two- pedestal desk 
with center drawer, two sliding refer 
ence shelves, four box drawers and a 
correspondence drawer.  Correspond 
ence drawer has progressive suspension 
slides, other drawers have suspension 
slides with nylon glides. Pedestals are 
interchangeable, Top reinforced with 


box channels and is reversible, Pede- 


stals have rigid frame with one-piece 


wrap-around body, Desk is sound in- 
sulated and has automatic locking de- 
vice. Top available with molded or 
square edges. 
tional. 


Island base or legs op 
Top measures 30 by 60 in.; 


°9 


Western No. 3061 desk 


Worden No. 620 O.H. desk 


desk height adjustable from 29 to 301% 
inches. 

Finishes. Top of linoleum or lami- 
nated plastic. Desk body in sea green, 


copper tan, seal grey, olive green, 
grained mahogany, or grained walnut. 
Hardware in satin aluminum. 

Other Furniture. 
desks, chairs, “Techniplan” modular 
furniture, filing and storage cabinets, 


bookcases, etc. 


A complete line of 


Harrison Steel Cabinet Co. 
Illustration. Preceding page. 
Model. No, SD-6030-LP “Contin 

ental.” 

Type. Typewriter desk, steel. 
Description. 
left containing the typewriter compart 


Has two pedestals, the 


ment, the right containing three box 
drawers. Also has center drawer and 
two sliding reference shelves. Drawers 
have nylon rollers. Typewriter com 
partment door locks in open position. 
Desk is of monoweld construction, Top 
is 60 in. wide; desk height is adjustable 
from 29 to 30 in. 

Finishes. Top in grey Armstrong 
Desk body in grey baked 


Hardware has brushed satin 


linoleum. 
enamel, 
finish; trim is of stainless steel. 
Price. $155, list, f.0.b., Chicago. 
Other Furniture. Several other desks, 
tables, filing and storage cabinets, etc. 


Haskell, Inc. 
Illustration. Opposite page. 
Model. No. L-540-SD. 
Type. Secretarial desk, steel. 


PAT 1! 


Herman Miller modular desk 
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Security Steel No. MSF-60 desk 


Description. A two- pedestal desk 
with typewriter compartment in left 
pedestal and one box and one corre 
spondence drawer in the right pedestal. 
If desired, the two latter drawers may 
be replaced by three box drawers. Has 
a center drawer with pencil tray and 
rear hood, and a sliding reference shelf. 
File drawer has positive compressor; 
box drawer has stationery divider and 
lock. Desk height adjustable from 29Y, 
to 30'% in. 

Finishes. 
green, dark green, or grey linoleum, 
Desk body in 


burnt amber, seatoam green, or any 


Top in mist tan, mist 
bound in aluminum. 


of three shades of grey. 
Other Furniture. Four other secre- 


tarial desks, a line of steel tables, ete. 


Hillside Metal Products Ine. 
Illustration. Preceding page. 
Model. No, A-1S, “Sterling.” 

Type. Secretarial desk, steel. 

Description, Was two pedestals, the 
left containing the typewriter compart 
ment, the right containing stationery 
drawer and_ correspondence 

Also has one sliding reference shelf and 

center drawer. Correspondence drawer 


drawer. 


has progressive ball-bearing suspension, 
stationery and center drawers have ball 
bearing rollers. Top measures 60 by 
32 in.; desk height adjustable from 29 
to 30% in. 

Finishes. 
leum; desk body in green or grey; 


Top in Armstrong lino- 


baked enamel; hardware of stainless 
steel. 


Cole Steel No. 1621 desk 
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Tools of the Office 


Price. $100.95, f.0.b., Newark, N. J. 
Other Furniture. Stee) desks and five 
lines of filing equipment. 


The Home-O-Nize Co. 


Illustration. Following page. 

Model. No. 532. 

Type. 
and wood. 

Description. A _ single-pedestal desk 
with pedestal interchangeable. Has a 
box drawer with dividers and a pencil 
tray, and a correspondence drawer 
equipped for hanging folders; both 
drawers ride on rollers. Top measures 
24 by 42 in. Desk height is 29 in. 

Finishes. Top of a Formica-type 
stain-resistant material. 


Receptionist’s desk of steel 


Hardware of 
solid die cast satin chrome aluminum. 
Price, $74.50 in the East. 
Other Furniture. A \ong line ot fil 
ing and storage cabinets. 


Imperial Desk Co. 


Illustration. Following page. 


Model. No. 5558-L. 
Type. Secretarial desk, oak or wal- 
nut. 


Description, Has two pedestals, with 
typewriter compartment at left and one 
stationery and two box drawers at right, 
riding on adjustable glides. Also has 
center drawer and one reference shelf. 
Top measures 58 by 32 in.; desk height 
adjustable from 29 to 304% in. 

Finishes. Top in linoleum or deco- 
rative plastic; desk body of wood (oak 
or walnut) in various finishes. Hard- 
ware of brushed brass. 

Price. $222 list. 

Other Furniture. A variety of other 


desks. 


Indiana Desk Co., Ine. 
Illustration. Page 42. 
Model. No. 1593. 
Type. 

nut. 
Description, 


Secretarial desk, oak or wal- 


A two-pedestal desk. 
Available with typewriter compartment 
in either pedestal. Other pedestal has 
three box ball- 
bearing suspension type runners. One 
of these equipped for stationery, others 
suitable for cards. Also has center 
drawer and reference shelf. Top meas- 
ures 60 by 34 in.; desk height adjust- 
able from 29 to 30% in. Typewriter 
platform mounted on ball-bearing metal 
runners. 


drawers mounted on 


Finishes. Top and body have rubbed 
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lacquer finish in softone oak, walnut, 
or mist walnut. Hardware of brushed 
brass. 

Other Furniture. A line of desks and 
tables. 


Invincible Metal Furniture Co. 

Iilustration. At right. 

Model. No. 6030-EA. 

Type. Typewriter desk, steel. 

Description. A two-pedestal model. 
Typewriter compartment in left pede- 
stal. Other pedestal contains three box 
drawers, one with stationery tray. Al 
so has center drawer and sliding refer- 
ence shelf. Center drawer has auto 
matic lock controlling locking of all 
drawers, Island bases removable. Lin 
exterior 
corners rounded. Top measures 60 by 
30 in. Desk height adjustable from 29 
to 30% in. 

Finishes. 


green, dark green, or blond tan lin 


oleum tops replaceable. All 


Top in grey, brown, mist 


oleum. Desk body in grey, cool green, 
driftwood tan, olive green, grained 
Hardware: 
zine die cast pulls, stainless steel trim, 


walnut, and mahogany. 


aluminum pedestal glides . 

Price. $186.75 to $208.25. 

Other Furniture. A \ong line of 
desks, end panel tables, leg tables, tele 
phone stands, bookcases, filing and 
storage cabinets, counters, etc. 


Jasper Desk Co. 
Illustration. Page 42. 
Model, No. 6F59. 
Type. Clerical desk, oak or walnut. 
Description. <A 
model. 


double _ pedestal 
Has correspondence drawer, 
on steel suspension and roller bearings, 
equipped for hanging files. Other 
drawers are of type. Also has 
center drawer and two sliding refer 


box 


ence shelves. Drawers chemically treat 
ed to prevent sticking; drawer interiors 
finished. Has Yale lock and locking 
device controlling all drawers. Top 
measures 59 by 31 in. Desk height ad 
justable from 29 to 30% in. Has flush 
type recessed pulls. 

Finishes. Sottone on rift oak, genu 
ine walnut, pencil striped black walnut. 

Other Furniture. A variety of desks, 
leg and panel tables, bookcases, cabinets, 
telephone stands, etc. 


Jasper Office Furniture Co. 
Illustration. Right, top. 
Model. No. ST1959L, 
Type. Secretarial desk, walnut. 
Description. A two-pedestal desk; 
typewriter compartment in left pede 
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Shelbyville No. 5951 PF desk 


Rishel No, 


1905L desk 


Shaw-Walker No. 7055SL desk 


Imperial No. 5558-L desk 


Home-O-Nize No. 532 desk 


stal; one stationery and two box draw 
ers in right pedestal. Has center draw 
er and one sliding reference shelf. Also 
has a dustproofed convenience drawer 
below the typewriter compartment. All 
drawers chemically treated to prevent 
swelling, sticking, or shrinking. Type 
writer platform designed to provide 
complete electric 


support lor type 


writers. Top measures 58, by 32! 
in. Desk height adjustable from 29 
to 3014 in. 

Finishes, Top and body in walnut, 
in any of three colors. Hardware has 
colonial silver finish. 
$225 list. 


Other Furniture. 


Price. 
A complete line of 
desks, tables, and other furniture. 


The Kenwood Corp. 
Iilustration, Preceding page. 
Model. No. 4213-CD. 

Type. Secretarial desk, walnut. 
Description. A two-pedestal model. 
Typewriter compartment in either pede 
stal, with retractable stationery box sus 
pended beneath (see illustration); this 
box can be stowed inside the pedestal 
when not in use. Other pedestal con 
tains either three box drawers or one 
box drawer and one correspondence 
drawer, Drawers are interchangeable. 

Side suspension is used, operating on 

nylon glides. One sliding reference 

shelf provided, Center drawer optional. 

Top measures 59 by 30 in. Desk height 

adjustable from 29 to 304% in. 


Finishes. Medium walnut or silver 
grey. Hardware of Keeler brass. 
Price. $355. 


Other Furniture. 
desks, tables, telephone cabinets, ete. 


A wide variety o! 


Knoll Associates, Inc. 

Illustration, Page 42. 

Model. No. 501, 

Type. L-shaped executive secretarial 
desk, of steel and wood. 

Description, Desk 
The higher is a top measur 
ing 60 by 28 in., at a height of 29 in. 
At right angles to this, at a height of 
24") in. is a second top measuring 
341) by 17 in.; this is used as a type 
writer plattorm. Beneath the larger top 
is a two-drawer unit containing a sta 


consists of two 


sections, 


tionery drawer and a correspondence 
drawer, the latter equipped for files o! 
the hanging type. Beneath the type 
writer plattorm is a three-drawer unit. 

Finishes. Top in grey panelyte, birch, 
or walnut, Desk body in birch or wal 
nut. Frame of square tubular steel, tin- 
ished in black. 


Tools of the Office 


Price. $567 list. 

Other Furniture. A wide variety ot 
specially designed furniture, including 
chairs, desks, tables, etc. 


Lehigh Furniture Corp. 
lilustration. Preceding page. 
Model. No. T3060 P19. DFS, TT. 
Type. An L-shaped modular unit 
designed for secretarial use, of walnut 
or birch, with square stee! tubing. 
Description. 
jaces at right angles to each other. The 


Has two working sur 


higher measures 30 by 60 in., the other, 
18 by 48 in. 
lower and is used as a typewriter plat 


The smaller surface 1s 


iorm. Two-drawer unit beneath larger 
top has a box drawer and a correspond 
ence drawer equipped tor hanging files. 
Drawers ride on glides. 

Finishes. Top in Realwood Formica, 
Desk body of walnut or birch. Metal 
parts of black lacquered steel, 

Price. $595, 

Other Furniture. A variety of basic 
modular units, capable of being com 
bined in numerous desk arrangements. 


Metal Office Furniture Co. 
lilustration. Preceding page. 
Vodel. No. 15027-L, “Steelcase” line. 
Type. 


also suitable for receptionists. Steel. 


“All-purpose” clerical desk, 


Description. A single-pedestal model 
with a special platform at left for a 
typewriter. The platform is stepped 
down and is angled slightly so that the 
typewriter faces the secretary. Pedestal, 
at right, contains drawer space. Center 
shelt 
vided. Top measures 60 by 30 in. 


drawer and _ reterence also pro 


Finishes. Mist green, desert sage, or 
metallic grey. 

Other Furniture. A complete line ot 
desks, tables, chairs, bookcases, filing 
and storage cabinets, telephone stands, 


etc. 


Herman Miller Furniture Co. 

Illustration. Page 44. 

Model. No, 6030-HF desk with No. 
4752-PB typing table. 

Type. Secretarial desk, composed ot 
basic modular elements from the Exec- 
utive Ofhce Group designed by George 
Nelson. 

Description. 
desk. Basic desk unit has one pedestal, 


Wood with meta! trame. 


An L-shaped modular 


containing one box drawer and one cor 
respondence drawer. Three-section tray 
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the chair 

ith the 

° Fiber Glass Base 


Yep! Positively no tipping! Even when 


you ride one caster off the chair mat 
you won't tip or wobble. The flex char- 


acteristics of the fiber glass base are 


such that your weight always keeps all 


four casters firmly planted on floor and 


mat. It’s kind of amazing but it’s true. 


Nine Sturgis executive and stenographic 
Engineered for Long Life and Minimum Maintenance 
Nylon Thrust Bearing: takes a lifetime of swiveling. | — b i 
Ball Burnished Spindle Bearing: perfect fit for long life. re °o= ath a 
Superior Casters: oversize ball bearings, extra wide rubber wheels. green, walnut or black. 


STURLON © Finish On Metal Parts: 10 to 20 times as abrasion- 
resistant as other finishes. 


chairs are now available with self- 


THE STURGIS POSTURE CHAIR COMPANY 
General Sales Offices, 154 East Erie S1., Chicago 11, Illinois 


We'd like a copy of your illustrated folder on 
chairs with fiber glass bases. 


Nome 


: / j 

< « | Firm Name on - | 
POSTURE CHAIRS J ioieiccco: 5 ae 
\ 

Manufactured in Sturgis, Michigan and Charleston, South Carolina | ———— Stote - 4 
THE STURGIS POSTURE CHAIR COMPANY, STURGIS, MICHIGAN SP a ee ea Se eee - 
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Blair No.B4N 


Dixie Chrome No, 600 


Globe-Wernicke N-2604 Grand Rapids No. 936P No. 682RSB 


Emeco No. 1008 


shown in illustration is extra. Top 
measures 60 by 30 in. and is 291 in. 
high. Smaller typing table is lower 
(25), in.) and has pedestal containing 
four drawers. It also has file basket 
which slides out to the side, This top 
measures 3414 by 16 in. 

Finishes. Desk body and top avail- 
able in tawny walnut, ebonized, chili 
walnut, or comb grain oak finishes. 
Top also available in high pressure 
plastic laminate, in white, grey, mus 
tard, or buff. File basket is aluminum. 
Pulls are satin chrome, legs finished in 
satin chrome or black. 

Other Furniture. A wide line of ba- 
sic pedestal, top, storage, and other 
units, capable of being arranged in in 
numerable combinations. Also chairs, 
bookcases, and other furniture. 


Myrtle Desk Co. 

Illustration. Page 42. 

Model. No. 6058C. 

Type. Secretarial desk, walnut. 

Description, A double-pedestal model 
with typewriter compartment in left 
pedestal. Has a center drawer, three 
box drawers, and one sliding reference 
shelf. Top measures 58 by 32 in.; desk 
height is adjustable from 29 to 301) in. 
Height of typewriter platform adjust- 
able from 26% to 31% in. Has adjust- 
able foot rest, a “tamper-proof” lock 
system, and full extension drawers. 

Finishes. Top and desk body in wal- 
nut, hardware of cast brass. 

Price. $230. 

Other Furniture. A wide line of gen- 
eral office furniture, including desks, 
tables, bookcases, telephone stands, ete. 


Orna Metal Products Co. 
Illustration. Page 43. 
Model. No. S-860, “Stratoliner.” 
Type. Secretarial desk, steel. 
Description, A two-pedestal model 
with typewriter compartment in either 
pedestal, and either two box drawers or 
one correspondence drawer in other 
pedestal. Drawers mounted on_ ball 


bearing rollers. 


Drawers are inter- 


5 


Metal Office No. C-39 
OFFICE MANAGEMENT 


Tools of the Office 


changeable. Desk has one sliding refer- 
ence shelf. Top measures 34 by 60 in. 
Desk height adjustable from 29 to 
30% in. 

Finishes. Top in mist green or mist 
tan linoleum. Desk body in green or 
beige baked enamel. Hardware has 
satin metal finish. 

Price. $217 list. 

Other Furniture. A variety of desks, 
tables, bookcases, etc. 


J. K. Rishel Furniture Co. 

Illustration. Page 46. 

Model, No. 1905L, “Ultra-Modern.” 

Type. Secretarial desk, walnut. 

Description, Has two pedestals. The 
left contains the typewriter compart- 
ment, the right has three drawers and 
a sliding reference shelf. Also has a 
center drawer. Drawers have oak in- 
teriors and ride on hardwood guides. 
Top measures 58 by 30 in. Desk height 
29 in., adjustable 14% in. Curved cor- 
ners, tops of 5-ply, panels of 9-ply wal- 
nut veneer. 

Finishes, Top and desk body in wal- 
nut. Hardware of cast brass. 

Other Furniture, Other desks, tables, 
telephone stands, etc., including a line 
of early American design. 


Security Steel Equipment Corp. 
Illustration. Page 44. 
Model. No. MSF-60, “Crestline.” 
Type. Clerical desk, steel. 


Description. 
with 


A two-pedestal desk 
correspondence drawer, center 
drawer, five box drawers, and two slid- 
ing reference shelves. Top measures 60 
by 32 in.; desk is 29 in. high, adjyust- 
able to 301% in. with addition of auxil- 
iary base. Has rolled edges. 

Finishes, Top in green jaspe, tan 
jaspe, grey, brown, or green linoleum. 
Desk body in grey, green, seatone, sand- 
tone, walnut, mahogany, or bleached 
walnut. Hardware and trim of satin 
aluminum; corner caps chrome-plated. 


Miller No. DAT-1 
May, 1954 
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Alum. Seating’s MC-600 


Other Furniture. Three other lines 
of desks; tables, bookcases, filing cabi- 
nets, etc. 


The Shaw-Walker Co. 

Illustration. Page 46. 

Model. No. 7055SL 

Type. Secretarial desk, steel. 

Description, Was two pedestals, one 
containing the typewriter compartment, 
the other containing three box drawers. 
One drawer has sliding wood letter 
tray, another has stationery rack and 
the third has a movable partition or can 
take a removable wastebasket. Center 
drawer has sliding wood convenience 
tray. All drawers supported on hooded 
glides. Desk has one sliding reference 
shelf. Typewriter platform designed 
to support electric typewriters, and is 
equipped with Shaw-Walker “vibration 
eliminators.” Desk has rolledge top 
and rounded corners. Top measures 
54% by 31% in. Desk height is 29 in. 

Finishes. Top in tan linoleum with 
chromium trim; desk body in. silver- 
tone. Mahogany, walnut and other fin- 
ishes also available. Hardware of chro- 
mium. 

Other Furniture. An extensive line 
of desks, chairs, bookcases, telephone 
stands, tables, filing and storage cabi 
nets, etc. 


Shelbyville Desk Co. 
Illustration. Page 46. 
Model. No. 5951 PF. 
Type. Secretarial desk, walnut. 
Description. A two-pedestal model 

of traditional design with typewriter 

compartment in either pedestal. Other 
pedestal contains three drawers, the 
middle one equipped for stationery. 

Center drawer and one sliding refer- 

ence shelf also provided. Drawer in- 

teriors of walnut. Desk has interlock- 
ing dovetail construction. Knee space 
legs are recessed, Adjustable drawer 
partitions eliminate grooves in drawer 
sides. Top measures 59 by 32 in. and 
is of 5-ply construction. Desk height is 
30 in. 


May, 1954 


Hamilton No. 15-S 


OFFICE MANAGEMENT 


Finishes. Top in walnut, or in mist 
green jaspe, or solid green linoleum. 
Desk body in walnut or mahogany. 
Desk has English antique turned brass 
knobs. 

Other Furniture. A variety of desks 
in both traditional and modern design. 


Western Mfg. Co. 

Illustration. Page 44. 

Model, No. 3061. 

Type. Secretarial desk, steel. 

Description. A double-pedestal desk. 
Typewriter compartment in one pede 
stal; other pedestal contains stationery 
drawer (with rack) and correspond 
ev: drawer. Alternative arrangement 
prov des three box drawers. Center 
drawer has lock, convenience tray, and 
paper hood. Drawers mounted on ny- 
lon glides; drawers are interchangeable 
without changing slides. One sliding 
reference shelf provided. Top measures 
30 by 60 in.; desk height adjustable 
from 29 to 301% in. 

Finishes. Top in grey, desert sage 
jaspe, or sea mist green jaspe Armstrong 
linoleum. Desk body in grey, desert 
sage, or sea mist green. Hardware of 
satin chrome, 

Other Furniture. Several other desks, 
and a line of filing cabinets. 


The Worden Co. 

Illustration. Page 44. 

Model. No. 620 O.H. 

Type. Clerical desk, oak or walnut. 

Description. Has two pedestals, con- 
taining one correspondence drawer and 
five box drawers. Also has center draw- 
er ard two sliding reference shelves. 
Lock on center drawer controls locking 
mechanism for all drawers. Top meas 
ures 66 by 42 in.; desk height adjust- 
able from 29 to 304% in. 

Finishes, Finishes available include 
lacquer of any color. Hardware is of 
brass. 

Prices. The Worden line ranges from 
$150 to $300 list, f.0.b., Holland, Mich. 
Other Furniture. Wood office furni- 


a, 


High Point No. 2766 Shaw-Walker No. 8317 Dependable No. 917 


Indiana Chair No. 1406 


Domore 20th Century 


Jasper Chair No. 304 


Cramer No. U-22 
49 
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Tools of the Office 


ture of all kinds. 


Yawman & Erbe Mfg. Co. 

Illustration. Page 44. 

Model. No, 6600-31. 

Type. Clerical desk, steel. 

Description. Two-pedestal desk. Size 
and arrangement of drawers optional. 
As shown, the desk has a file drawer, 
four box drawers, and a center drawer. 
Nylon bearings used to support the cen- 
ter and box drawers; ball bearing slide 
suspension used with file drawer. Two 
sliding provided. 
Drawers have gravity-type lock control, 
Pedestals can be interchanged. Desk 
has rounded edges, molded top, and 
corner caps. Top measures 60 by 30 
in.; desk height adjustable from 29 to 
3014 in. 

Finishes. Top in any of four colors 
of linoleum. Desk body in any of four 
colors. 


reference shelves 


Hardware of brushed chrome. 
Other Furniture. A complete line of 

desks, filing and storage cabinets, tables, 

bookcases, telephone stands, etc. 


Secretarial Posture 
Chairs 


All-Steel Equipment Inc. 

Illustration, Page 41. 

Model. No. 711. 

Construction and Finish. Steel, with 
tubular steel base. Finished in grey, 
either of two shades of green, tan, or 
brown baked enamel. 

Upholstery. Elastic Naugahyde, Per- 
fection, or Claremont, in a variety of 
colors. 

Features, Seat height adjustable from 
trom 164, to 21 in, Seat depth, 14% 
in.; seat width, 17 in. Back is 10 in. 
high, 12 in, wide. Has two-way angle 
and height adjustment. Foam rubber 
cushioning used on seat (2 in.) and 


G 


« 


Toledo No. 9606-17 
50 


” @& 


Knoll No. 


back (1 in.), Seat is of contour type. 

Other Furniture. A complete line of 
desks, chairs, bookcases, tables, filing 
and storage cabinets, and lockers. 


Aluminum Seating Corp. 
Illustration. Preceding page. 
Model. No. MC-600. 

Construction and Finish. Aluminum, 
with brushed, natural satin finish. 

Upholstery. Plastic-coated fabric in 
any of twelve colors; top grain leather 
in maroon, tan, or green; Bedford Cord 
in maroon, green, grey, or brown; or 

Gros Point in maroon, green, or brown. 
Features. Seat height adjustable from 

18 to 21 in., height of top of back rest 

from 12 to 18 in, Seat depth, 16 in. 

Seat and back tilt separately, with ten- 

sion on each adjustable. Inclination of 

back rest to back frame also adjustable. 

Cushioning provided — by 

springs and foam rubber on the seat, 

and by foam rubber on the back. Mini- 
in. Chair 
has two-inch ball-bearing casters, one 


means of 


mum rubber thickness, | 


piece base, and removable bushing. 
Price. From $64 to $80. 
Other Furniture. A \ine of aluminum 
chairs. 


Art Metal Construction Co. 

Illustration, Page 41. 

Model. No. 709A. 

Construction and Finish. Aluminum, 
with choice of natural aluminum finish 
or enamel in plain colors or wood 
grains. 

Upholstery. Bedford Cord in grey 
green, maroon, fawn brown, or grey; 
Grospoint mohair in Grenn, Morocco, 
grey, dark green, maroon, or imperial 
blue; Claremont in red, green, or dark 
green; plastic-coated fabric in grey, 
green, saddle brown, maroon, brown, 
red, black, or blue; or top grain leather 
in a variety of colors. 

Features. Seat height adjustable from 
16% to 20 in. Seat depth, 14 in.; height 
of top of back rest above seat adjustable 
from 13 to 14% in, Back and seat tilt 


Maso No. 1005 


Fritz-Cross No. 850-L 
OFFICE MANAGEMENT 


separately, with back tension adjustable. 
Back rest automatically adjusted. Seat 
and back rest cushioned with latex foam 


rubber. 

Price. $53 to $66, Zone 1. 

Other Furniture. A complete line ot 
desks, chairs, filing cabinets, etc. 


Blair Aluminum Furniture Co. 
Illustration. Page 48. 
Model. No. 84N. 
Construction and Finish. 

num, with natural finish. 

Upholstery. Duran, heavyweight 
Naugahyde, elastic Naugahyde, Clare- 
mont, Gros Point, or leather, in red, 
green, brown, or grey. 

Features. Seat height adjustable from 
18 to 21 in., height or top of back rest 
above seat from 12 to 15% in. Seat 
depth, 15 in. Back tension adjustable. 


Alumi- 


Cushioning provided by means of coil 
springs, hair, and Tufflex. 

Price, $56 to $71. 

Other Furniture. A number of other 
chairs, stools, tables, etc. 


Cole Steel Equipment Co., Inc. 
Illustration. Page 48. 
Model. No. 2800, the “Secretary.” 


Construction and Finish. Alumi- 
num, in natural finish. 

Upholstery. Available in brown, 
green, wine, or grey. 

Features. Was spring back, adjust 


able seat height, top bearing casters. 
Foam rubber cushioning used on seat 
and back. 

Price. $39.95. 

Other Furniture. Desks, chairs, filing 
and storage cabinets with and without 
concealed vaults, transfer cases, etc. 


Cramer Posture Chair Co.. Inc. 
Illustration. Preceding page. 
Model. No, U-22. 
Construction and Finish. 

steel base; aluminum seat. 


Tubular 
Base fin 
ished in grey, green, or brown baked 
enamel. Other colors may be ordered. 


U pholstery. 


Perfection cotton cloth, 


Remington Rand's 22-L 
May, 1954 


| RT gat a a 
- 7 _ | 
_ a 
| Ss es 
: Ny \ | ,* “ 
a PS 
Me - 
- 
@ 3 4 
* > 
‘ ai eee nN a a 1 ey — a Be ays Re > Sc at ee ae Bs eS ee es 
a fe - 2 a a ae 
F oa & Nee Be ie E 4 *. eS cs) az . [a | aa ( = an 7 ie } oie “; se 4 ‘ 
2 | eae. 2 ee eee Bt eee ee EA i ri | = 
4 " i : ae de Sa ee cere. «eel > oe ae: wy a. 
Ck: es ao ee i ee ae a Oe ew | ee oy | _—_—l 


S ‘Sy 


Sikes No. X133'2RL 


Goodall Claremont, or Goodall Gros 
Point in grey, green, brown, or wine. 
Elastic Naugahyde in eleven colors. 

Features. Seat height adjustable from 
174% to 21 in., seat depth from 12 to 
16 in., height of top of back rest above 
seat from 11 to 15 in. Back has semi- 
rigid spring steel support; optional 
equipment permits adjustment of back 
tilt tension and automatic seat height 
adjustment. Modeled foam latex cush 
ioning used on seat (2 in.) and back 
(1 in.). Upholstery covers are remov- 
Seat and back have full bumper 
protection, 

Price. $43.90 to $48.70, f.0.b. factory. 

Other Furniture. A long line of 
chairs, safety ladders, etc. 


able. 


Dependable Mfg. Co. 

Illustration. Page 49. 

Model. No. 917, “Tru-Posture.” 

Construction and Finish. Steel, with 
bakelite phenolic plastic base. Metal 
parts finished in grey, green or brown; 
base in black or brown. 

Upholstery. Du Pont 
green, brown, or maroon. 

Features. Seat height adjustable from 
17 to 24 in., seat depth from 14% to 
15’) in.; height of top of back rest from 
12% to 15 in. Seat height adjusted 
simply by lifting seat to desired height. 
Back tension is adjustable. Two-inch 
rubberized Hairtex pad used as stand 
ard cushioning; metal base, ventilated, 
rubber filled seat also available. Larger 
seat and back rest optional. 

Price. $43.45 to $48.45. 

Other Furniture. 


Fabrilite in 


A number of other 
chairs. 


Dixie Chrome Products 
Illustration. Page 48. 
Model. No. 600. 

and Finish, 

steel, with chrome finish, 
Upholstery. Duran, in 17 colors. 
Features, Seat height adjustable from 

15 to 22 in., seat depth from 14 to 18 

in., height of top of back rest from 30 
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Construction Tubular 


Wells No. 272 


OFFICE MANAGEMENT 


Sturgis No. 12606 


to 33 in. Seat and back tilt separately, 
with tension on each adjustable. Cush- 
ioning provided by coil springs; back 
and seat are padded. 
Price. $60. 
Other Furniture. 
chairs, tables, ete. 


A line of desks, 


Domore Chair Co., Inc. 

Illustration. Page 49. 

Model. 20th Century. 

Construction and Finish. Steel and 
aluminum, finished in blond maple, 
grained oak, grained walnut, plain wal- 
nut, grained mahogany, plain mahog- 
any, mist green, tan, beige, green, or in 
any of five shades of grey. 

Upholstery. Vinyl resin in blue, buff, 
tan, persimmon, brown, light green, 
dark green, lime, red, sulphur, grey, or 
black; Hampton fabric in brown, tan, 
green, maroon, or grey; Gros Point fab- 
green, 
camouflage green, blue, grey, red, or 


ric in brown, tan, sea foam 
spruce green; machine buff leather in 
pine green, grey, blue, black, maroon, 
green, brown, tan or red; or top grain 
leather in brown, tan, green, light 
green, maroon, black, blue, green Cor 
dova, sulphur, pine, taffy, persimmon, 
or red. 

Features. Seat height adjustable from 
17 to 22 in., seat depth through a four 
inch range, and height of back rest 
through a five-inch range. Has fixed 
back. Back uprights have adjustable 
rubber bumpers; base has scuff trim 
and nylon bearing. Casters are of ball 
bearing type. 

Price. $57.50 as finished in plastic 
with standard finish, f.o.b. Elkhart, Ind. 

Other Furniture. 
Various lypes. 


A line of chairs of 


Emeco Corp. 
Illustration, Page 48 
Model. No. 1008. 


and Finish.  Alumi 
num with anodized aluminum finish. 

Upholstery. Plastic in dark green, 
grey, brown, or maroon, 


Construction 


Gros Point 


Marble No. 15314 


Taylor No. 8848'/, 


fabric in brown or green. 

Features. Seat height adjustable trom 
17% to 20% in., height of top of back 
rest above seat from 12 to 15% in. Seat 
depth is 14% in. Back and seat ult 
separately, with tension on each adjust 
able. Foam rubber on seat and back. 

Price. $62, Zone 1, with plastic fabric 
upholstery. 

Other Furniture. 
chairs. 


A number of other 


The Fritz-Cross Co. 
Illustration, Opposite page. 
Model. No, 850-L, 
Construction and Finish. 

steel, finished in grey, green, brown, 


Tubular 


maroon, or sand enamel. 
U pholstery. 


fabrics, genuine leather, or Goodall 


Leatherette, standard 
Gros Point in a wide range of colors. 

Features. Seat height adjustable from 
16 to 20 in., height of top of back rest 
above seat from 14 to 17 in, Seat depth 
is 14 in.; width, 1644 in. Back tension 
is adjustable. Chair has “L.” lock spring 
back which locks to give rigid support; 
when lock lever is released, back is sup 
ported against spring action, Foam 
rubber used on seat (2 in.). 

Price. $35.50 to $51. 

Other Furniture. 
chairs. 


A number of other 


The General Fireproofing Co. 
Illustration. Page 41. 
Model. No, 2123. 
Construction and Finish. 

aluminum, finished in olive green, grey, 


Anodized 


walnut, or mahogany. 
U pholstery. 


roon, Indian rust, hunter green, spring 


Bedford Cord in ma 


green, navy biue, azure blue, seal 
brown, nut brown, wheat gold, or dove 
grey; or plastic in hunter green, light 
or dark brown, light blue, light green, 
red, black, tan, maroon, or grey. 
Features. Seat height adjustable from 
17'«4 in. to 20% in., height of top of 
back rest above seat from 12 to 15% in. 
Seat depth is 144% in 


adjustable. 


Back tension is 
tack rest pad has pivoted 
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Murphy No. 229 


Lehigh No. 1069 PS/W 


Royal Metal No. 1265 


Harter No. E-I15R 
52 


mounting, with pivotal adjustment. 
Back can be moved to adjust to slender 
rubber used 
over shaped seat and back ( % in.). 

Price. $50 to $59 list, Zone 1. 

Other Furniture. A complete line of 
desks, tables, chairs, filing and storage 
equipment, and shelving. 


The Globe-Wernicke Co. 
Illustration. Page 48. 
Model. No. N-2604. 


Construction and Finish. 


or stout persons. Foam 


Alumi- 
num, with satin aluminum finish. 
Upholstery. 


Goodall Gros Point in a wide range of 


Duran, Naugahyde, or 


colors. 

Features. Seat height adjustable from 
17 to 20% in., height of top of back rest 
above seat from 124% to 14% in. Seat 
depth is 144% in., seat width, 164 in. 
Back tilt tension and seat tilt tension 
adjustable. Has “No-Sag” spring seat 
with rubberized curled hair padding 
(“Paratex”); foam rubber optional. 
Base has full swivel. 

Other Furniture. A complete line of 
desks, chairs, “Techniplan” modular 
furniture, filing and storage cabinets, 
bookcases, etc. 


Grand Rapids Leather Furniture 

Co., Ine. 

Illustration. Page 48. 

Model. No. 936P. 
and Finish. Maple, 
with walnut finish; others available. 

Upholstery. Leather and fabrics in a 
wide range of colors. 

Features. Seat height adjustable from 
16 to 19 in., seat depth from 17 to 20 
in., and height of top of back rest 
above seat from 15 to 17 in. Back tilt 
tension adjustable. Cushioning pro- 
vided by use of two inches of foam rub- 
ber, hair, and felt. Chair has Collier- 
Keyworth irons and two-inch double 
race ball-bearing casters. 

Price. From $60, list. 

Other Furniture. 
chairs. 


Construction 


A number of other 


W. H. Gunlocke Chair Co. 

Illustration. Page 48. 

Model. No. 682RSB. 

Construction and Finish. Oak, wal 
nut, or maple. Finishes: oak, walnut, 
genuine walnut, or green or grey fin- 
ishes. 

Upholstery. Combination of genuine 
leather and a matching fabric, in a wide 
range of colors. 

Features. Seat height adjustable from 
16% to 19% in. seat depth from 
14% to 16 in., and height of top of 
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Tools of the Office 


back rest above seat from 154, to 17 in. 
Back tilt tension adjustable; hinged 
back support adjusts automatically to 
user’s back. Seat has a curved plywood 
foundation, covered with two inches 
of foam rubber. One inch of foam rub- 
ber used on back. 

Price. From $72.50, approximately. 

Other Furniture. A wide variety of 
chairs. 


Hamilton Mfg. Corp. 

Illustration. Page 49. 

Model. No. 15-S. One of the “Cosco” 
line. 

Construction and Finish. Steel, fin- 
ished in grey, tan, brown, green tint, 
or olive green baked enamel. 

Upholstery. DuPont Fabrilite in 
dark green, light green, brown, ma- 
roon, or grey; Goodall Claremont in 
green, brown, or maroon; or pink check 
in red, olive, maroon, green, gold, per- 
simmon, grey, brown, or tan. 

Features, Seat height adjustable from 
16 to 20 in., seat depth through a range 
2% in. Height of back rest also ad- 


of 
justable. Back tilt tension is adjustable; 
back rest itself tilts. Seat is cushioned 
with one inch of foam rubber, back 
with Tufflex. Chair can be ordered 
with two inches of foam rubber on seat. 
Base has scuff plates and two-inch ball- 
bearing casters. 

Price. $32.50 to $41, Zone 1. 

Other Furniture. 
chairs. 


A complete line of 


Harter Corp. 
Illustration. Left, bottom. 
Medel. No. E-15R. 
Construction and Finish. 

steel, finished in grey, green, or brown, 

baked enamel. Other finishes avail- 

able to match standard desk finishes. 
Upholstery. Deep pile or flat weave 

fabrics, leather, or two types of plastic 


Tubular 


coated fabrics in a wide range of colors. 

Features. Seat height adjustable from 
17 to 21 in. Back adjustable both up 
and down and backward and forward. 
Seat and back cushioned. 

Other Furniture. A complete line of 
chairs, ranging in price from $26.90 to 
$75.25. 


High Point Bending & Chair Co. 
Illustration. Page 49. 
Model. No. 2766. 
Construction and Finish. Wood, tin- 
ished in light office oak, softone oak, 
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walnut, or mahogany. 

Upholstery. Top grain leather, deep 
buff leather, Elastic Naugahyde, or a 
combination of any of these with Gros 
Point fabric. 

Features. Seat height adjustable from 
17 to 19 in., height of top of back rest 
above seat from 12 to 14 in. Seat depth 
is 15% in. Back tilt tension adjustable. 
Back rest adjustable by means of fric- 
tion hinges. Seat has springs covered 
with foam rubber; back has foam rub 
ber. 

Price. From $63 to $74, list. 

Other Furniture. A variety ot other 
chairs. 


Indiana Chair Co. 

Illustration. Page 49. 

Model. No. 1406. 

Construction and Finish. Oak or 
walnut, finished in light golden oak, 
softone blond oak, walnut, or mahog- 
any. 

Features. Seat height adjustable from 
16 to 19 in. Back and seat tilt sepa 
rately, with tension on each adjustable. 

Price. Approximately $30. 

Other Furniture. A number of other 
chairs. 


Other Furniture. A wide variety of 
specially designed furniture, including 
chairs, desks, tables, ete. 


Lehigh Furniture Corp. 

Illustration, Opposite page. 

Model. No. 1069P/SW. 

Construction and Finish, Walnut or 
birch. 

Upholstery. A variety of textured 
fabrics, plastics, or leathers. 

Features. Seat height adjustable from 
14 to 18 in., height of top of back rest 
above seat from 16 to 19 in. Back and 
seat tlt separately, with tension adjust 


Jasper Chair Co. 

Illustration, Page 49. 

Model. No. 304. 

Construction and Finish. Oak and 
solid walnut. 

Upholstery. This model not uphol- 
stered; upholstered seat available on 
similar model. 

Features. An arm chair, with back, 
arms, and seat tilting together as a 
single unit. Tilt tension adjustable. 
Width between arms 19 in., height of 
back from seat, 18 in., seat depth, 17 in. 

Other Furniture. A number of other 
chairs, with either wood or upholstered 
seals. 


Knoll Associates, Inc. 

Illustration. Page 50. 

Model. No. 76. 

Construction and Fintsh. Molded 
plastic shell seat with cast aluminum 
base. Base has natural aluminum fin- 
ish. 

Features. Seat height adjustable from 
17 to 21') in., height of top of back 
rest above seat from 11% to 15% in. 
Seat depth also adjustable, to 16 in. 
Back and seat tilt separately, with ten- 
sion adjustable on each. Foam rubber 
cushioning on seat (? to 3 in.) and on 
back (1% in.). This chair designed by 
Fero Saarinen. 


Price. $90. 
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able on each. Rubberized hair cushion- 
ing used on both seat and back 

Price. Approximately $119.50. 

Other Furniture. In addition to 
chairs, this company manutactures a 
line of modular desks, with the basic 
modular units being capable of almost 
unlimited combination. 


The B. L. Marble Chair Co. 

Illustration, Page 51. 

Model. No. 153%. 

Construction and Finish. Birch, wal 
nut, or oak, with any finish applicable 
to wood, 


Anyone con produce beoutiful 
plastic bound books in 
these 2 easy steps: 


Punch sheets ond covers of ony site or 
weight, quickly, accurately 


Bind up to 250 books on hour with colorful 
GBC bindings —Vig" to 1V—" diameter. 


PLASTIC BINDING 


THIS STRIKING PLASTIC BOUND 
PORTFOLIO-PRESENTATION— 


Get your personalized edition...a 
| wealth of facts and ideas. You'll 
| receive at no extra cost the com- 
| plete application and cost story 
| along with actual samples of modern 
plastic binding all in one presenta- 
tion. Act now! No obligation 


OFFICE MANAGEMENT 


RIGHT IN YOUR OWN OFFICE 


Bind all sizes of loose pages—any printed 
FREE or duplicated material with compact 
GBC plastic binding equipment... in 
a matter of seconds. You'll add prestige, 
color, utility, attention-compelling ap- 
pearance and increase the effectiveness 
and life of your literature. Pages lie per- 
fectly flat...may be inserted or re- 
moved any place in book. Save money, 
too. Anyone can operate. 


GET YOUR FREE PORTFOLIO-PRESENTATION NOW 


H GENERAL BINDING CORPORATION ; 

: Dept. OM-5 812 W. Belmont Ave., Chicago 14, Ill. ; 

; Please send me... without obligation...my free : 

1 plastic bound PORTFOLIO-PRESENTATION thot 4 

: includes prices and applications. : 

' 

\ NAME : 

' ' 

ott, \ ORGANIZATION. 2 

PY * ' 

° © 1 ' 

“DV, ADDRESS a 
"oun 

GENERAL BINDING CORP., Dept.OM5 1 CITY icici : 


\ 812 W. Belmont Ave., Chicago 14, Ill. SogpaneheranenenenenenenenangeeneneneneasDeSenEnSeNEND 
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Features. Seat height adjustable from — enamel. 
174, to 23 in., height of top of back rest 
above seat from 15 to 17 in. Seat depth all Claremont, or Goodall Bedford 


is 14 in. Back and seat tilt separately, Cord, in a wide range of colors. 


with tension on each adjustable. Foam 
rubber cushioning used on seat and 


pack, 


Price. From $65, list, 


Other Furniture. 
chairs. 


Maso Steel Products 
Mlustration. Page SW, back. 


Model. No. 1005. 


Construction and Finish. Steel, tin 
ished in mist green, desert sage, blond 


tan, brown, green, 


A number ot other 


rides on ball bearing casters. 
Price. $48.50, list. 


Upholstery. U.S. Naugahyde, Good- 


Features. Seat height adjustable from 
15Y, to 19 in., seat depth from 14 to 
16 in., height of top of back rest above 
seat from 12 to 14% in. Back and seat 
ult separately, with tension on each ad 
justable. Chair has ball socket self 
aligning back adjustment. One inch 
of foam latex used to cushion seat and 
Seat is saddle shaped. Chair 


Other Furniture. A \ine of chairs, 
or grey baked machine stands, tables, etc. 


OFFICE MANAGEMENT'S 
KEY EXECUTIVE PAID CIRCULATION 


s of Ma 


rch 31* 


«4.000 net paid 


guaranteed far last six month: of 1954 


Witness This 
Steady Growth 
In Paid 
Circulation 


(3 months periods 
according to A.B.C.) 


1952 
September 6555 
December 9,427 
1953 
March 9,604 
June 10,506 
September 11,027 
December 12,185 


and continuing 
into 1954... 


March 13,005 
* Subject to A.B.C 
audit for ist 6 months 
of 1954 


212 Fifth Avenue 


Specialized office systems and equipment 
editorials attract top executive PAID sub- 
scribers 

In steadily increasing numbers, more and more office 
management executives have been discovering OFFICE 
MANAGEMENT as their indispensable source of vital 
management information on _ office systems, services, 
supplies and equipment. That's why they pay subscrip- 
tion fees to OFFICE MANAGEMENT—the only A.B.C. 
audited voluntarily paid publication edited exclusively 
for executives concerned with office operations and 
efficiency. 


OFFICE MANAGEMENT'S executive readers welcome 
your advertisements. They are alert to new procedures, 
and new ideas, to solve equipment and supplies problems. 
Your advertisement gets real penetration thru this active 
readership. Reach these key executives with real purchas- 
ing authority—start your schedule next month. 


Set copy, Ist of preceding month 


CLOSING DATES: Complete plates, 5th of preceding 


month. 
— a. uttS 
Ay ° LY ‘0 
é : 
‘@): OFFICE MANAGEMENT ‘@D 
fesa® ‘oen®” 
The Magazine for Management Executives 


New York 10, N. Y. 
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Tools of the Office 


Metal Office Furniture Co. 

Illustration, Page 48. 

Model. No. C-39, “Steelcase line.” 

Construction and Finish. Steel, in a 
variety of finishes. 

Upholstery. Naugahyde, various fab- 
rics, or top grain leathers, in a variety 
of colors. 

Features. Seat height adjustable from 
16% to 19% in. Seat depth is 15 in. 
Back is 11% in. high, 15%) in. wide. 
Chair has six posture adjustments which 
can be made without the use of tools. 
Saddle seat is covered with % in. of 
foam rubber. 

Other Furniture. A complete line of 
desks, tables, chairs, bookcases, filing 
and storage cabinets, telephone stands, 
etc. 


Herman Miller Furniture Co. 

Illustration, Page 48. 

Model. No. DAT-1. 

Construction and Finish. One-piece 
molded plastic shell base on steel with 
aluminum foot rests. Base finished in 
black. 

Upholstery. Any ot seven different 
fabrics or black Naugahyde. Colors: 
black, grev, red, yellow, beige, natural 
tweed, or. blue, 

Features. Seat, arms, and back, being 
of a single piece, tilt and swivel to 
gether. Adjustable tension control pro- 
vided, Casters have hard rubber wheels. 
Snap-on foam rubber pad also avail- 
able. The chair was designed by 
Charles Eames. 

Price. $96.40 to $99, approximately. 

Other Furniture. The Executive Of- 
fice Group, a wide line containing a 
variety of basic modular units which 
can be arranged in innumerable desk 
combinations, Also chairs, bookcases, 
and other furniture. 


The Milwaukee Chair Co. 
Illustration, Page 41. 
Model. No. 155FL, 
Construction and Finish. Oak, birch, 

or walnut; available in walnut, mahog- 

any, oak, or special finishes. 
Upholstery. Plastics, leather, or fab- 

ric, in a wide range of colors. 
Features. Seat height adjustable from 

17%, to 20%) in.; height of top of back 

rest above seat from 134% to 15% in. 

Seat depth, 14% in. Seat and back tilt 

separately; tension on both is adjust- 

able. Seat covered with two inches of 
foam rubber. Seat has “waterfall” front. 
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CASH REGISTERS. Nationals are used in ticket 
offices and on dining cars to speed service, provide 
valuable control and information. 


ADDING MACHINES. Nationals provide an ex- 
clusive combination of features that handle general 
figure work with minimum time and effort. 


“Constantly improved mechanization is the 
key to good railroad operation. Even our 
accounting and statistics must run ‘on 
schedule.’ National Accounting Machines 
sharply reduce our cost of Payroll Account- 
ing, Check and Voucher Writing, Accounts 
Receivable, Disbursement Analysis, and 
numerous other accounting jobs. 

“We also use National Cash Registers in 
ticket offices and dining cars for control and 


ACCOUNTING MACHINES. National's exclusive 
combination of automatic features does up to 24 
of the work automatically —and what machines 


do automatically operators cannot do wrong. 
Operator training is simplified, and operators 
are happier because their work is made easier. 


— ~——y 
| 


“ fralionals save us $359,000 a year 


..-repay their cost every 10 months!” 
— THE BALTIMORE & OHIO RAILROAD COMPANY 


“America’s First Railroad” 


public service; and use National Adding No matter what the size or type of 
Machines for general figure work. your business, National hi 


“Our investment in Nationals is $302,296, poy fer Momonives ont <F He 


money they save, then continue sav- 


and we estimate the resulting annual savings ings os hand | profit. 


in expense is $359,000. Thus the machines — 
return about 100% on the investment every ee ee eee 
10 months.” 


ACCOUNTING MACHINES 
Vice-President, Finance and Accounting CASH REGISTERS » ADDING MACHINES 


THE NATIONAL CASH REGISTER COMPANY, pvayvron 9, on10 . 
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we the ledger paper 
ha » . 
that is easier 
on the eyes! 


“Snap 


Less eyestrain means faster work, fewer errors. And the low-gloss 
surface and soft, restful colors of Hammermill Ledger are definitely 
easier on the eyes. Other advantages of Hammermill Ledger: 


Better typing and writing! Pen or typewriter, entries on Hammermill 
Ledger are neater, more legible. And for sharp, clear bookkeeping- 
machine entries, choose from the special items watermarked 
“Posting Finish.”’ 

Better ruling and printing! Hammermil! Ledger helps assure sharp, 
accurate accounting forms. Its firm, evenly formed surface prints 
and rules perfectly time after time. 


Lasts longer! Special fiber treatment gives Hammermill Ledger added 
durability to stand up under repeated handling, retain its fine 
appearance for years. 


HAMMERMILL PAPER COMPANY 
ERIE, PENNSYLVANIA 


You can obtain business printing on 
Hammermill papers wherever you see 
the Guild shield on a printer's window. 
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| Ohio Chair Co., Ine. 


Chair rides on two-inch ball bearing 
casters. 
Price. $72 to $75. 
Other Furniture. 
chairs. 


Murphy Chair Co. 

Illustration. Page 52. 

Model. No. 229. 

Construction and Finish. Walnut. 

Upholstery. Goodall fabric, trimmed 
with elastic Naugahyde; back uphol- 
stered in Naugahyde. 

Features. Seat height adjustable from 
17 to 19 in., height of top of back rest 
above seat from 12 to 14% in. Seat 
size, 17 by 14% in. Back tilt tension 
adjustable. Seat swivels but does not 
tilt, Seat cushioned with rubberized 
hair pad. Base has plastic scuff plates 
and rubber ball bearing casters. 

Other Furniture. A variety of other 
chairs. 


A line of other 


Model. No. 585. 

Construction and Finish. 
num, with satin finish. 

Upholstery. U. S. Naugahyde in 
green, grey, brown, or maroon; or in 
Goodall Claremont in any of a variety 
of colors. 


Alumi 


Features. Seat height adjustable from 
16% to 20% in., height of top of back 


rest above seat from 12 to 14% in. 


_ Tension of back tlt is adjustable. Has 
| steel saddle seat covered with foam rub 


| ber (1% in.). 


Foam rubber also used 
on back rest. 
rubber casters. 
Price. $47, list, f.0.b. Youngstown, 
Ohio. 
Other Furniture. A variety of chairs. 


Base has ball bearing 


Remington Rand Ine. 

Illustration. Page 50. 

Model. No, 22-L. 

Construction and Finish. Tubular 
steel, in “Gray-Rite” baked enamel. 

Upholstery. Plastic coated, deep pile, 
or flat weave fabrics, top grain leather, 
or elastic plastic coated fabric in deep 
tone or pastel colors. 

Features. Seat height adjustable trom 
16 to 19% in. Semi-flexible back rest 


| adjustable forward and backward. Back 


\ 


OFFICE MANAGEMENT 


has spring tension support upward and 
downward. Seat cushioned with foam 
rubber. 

Other Furniture. A number of chairs 
ranging in price from $26.90 to $54.85. 
Filing and storage cabinets, etc. 
Riteform Chair Co., Inc. 


Illustration. Page 52. 
Model. No. 424. 


May. 
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at the Golden Jubilee NATIONAL BUSINESS SHOW 


EXHIBITORS: get results * —literally ‘showers of gold’’. Full attention is directed 
to their products with no distracting or competing events—in an ideal 
atmosphere for their sales message and demonstration to produce actual orders. 


VISITORS: get what they came for—the purchase of new equipment that saves 
them ‘‘showers of gold"’ in time and money. The largest, most interested and 
most important group of business executives, gather together in one great 
show for only one purpose—to see, test, compare and buy the latest and best in 
everything needed to construct, maintain and operate the modern office. 


* PROOF: The National Business Show has enjoyed the highest rate of space 
renewals every year for 50 years! 


For reservations call or write 
RUDOLPH LANG, Managing Director 
33 West 42nd Street, New York 36, N. Y. * PE 6-6760 


The world’s most important management show... 
that makes and is news! 


* September 27th to October Ist 
May, 1954 OFFICE MANAGEMENT 
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Construction and Finish. Stee| trame, 


aluminum base; finished in “Alumna 
grey” baked enamel. 
U pholstery. 


a wide variety of colors. 


Plastics and fabrics in 


Features. Seat height adjustable trom 
17 to 204% in. Back rest adjusts 3 in. 
up and down. Back has spring tension 
controlling tilt. Seat covered with two 
inches of shredded foam rubber, mold 
ed. Back rest padded, 


Price, $34.50, 
Other Furniture. A number of other 
chairs. 


Royal Metal Mfg. Co. 
Illustration. Page 52. 
Model. No. 1265. 
Construction and Finish. Square tu 


Tools of the Office 


bular steel, finished in any flat enamel. 
Upholstery. 


green, blue, aqua, cinnamon, lime, red, 


Supertuftex in forest 


white, chartreuse, black, or rose; Coro 
net in brown or green; or Royalpoint 
in grey, coral, green, brown, or maroon, 

Features. Seat height adjustable from 
17 to 23 in., height of top of back rest 


from 14% to 17'4 in. Tension con 


trolling back tilt is adjustable. Seat 
covered with foam rubber. Chair has 
hooded, ball bearing casters, scuff 


guards, and snap-on, replaceable seat 
crown, 
Price. $54.50, list, in Supertuftex. 
Other Furniture, Other chairs, filing 


------------------- 


Puddle- 


Is the new Morris miracle SAFE-T-SET with the 
exclusive safety feature. Tip it... tilt it... turn it upside down. Won't 
spill. Won't leak. It’s Puddle-proof ! The Morris SAFE-T-SET belongs 
on every office desk. Saves soiled clothing, spoiled tempers. Handsome 
modern design in your color and the pen with a point in your favor, a 
Morris hard-tip point. Will hold full two-ounce ink supply and built 


with office rough treatment in mind. The new Morris puddle-proof 
SAFE-T-SET is manufactured by the foremost name in the field of 


matched desk top equipment. See your stationer today. 


BERT M. /Ylorris Co. 


8651 WEST THIRD STREET, LOS ANGELES 48, CALIFORNIA 
In New York: 381 Fourth Avenue 
In Canada: McFarlane Son & Hodgson, Ltd., Montreal, Quebec 


OFFICE 


and storage cabinets, bookcases, shelv- 
ing, etc. 


The Shaw-Walker Co. 
Illustration, Page 49. 
Model. No. 8317. 


Construction and Finish. Alumi 
num, with brushed satin aluminum 
finish. 


Upholstery. Plastic coated fabric in 
green, tan, or maroon; or Gros Point 
frieze in green, brown, Silvertone, or 
inaroon, 

Features. Seat height adjustable from 
174 to 224 in., height of top of back 
rest above seat from 134% to 15% in. 
Back rest can be adjusted as to angle 
and height, and can be moved forward 
and backward. Back tilt tension is 
adjustable. Foam rubber used on 
seat (2% in.) and back (1% in.). 
Chair has ball bearing casters and base 
is rounded to eliminate sharp or rough 
edges. 

Other Furniture. An extensive line 
of desks, chairs, bookcases, telephone 
stands, tabies, filing and storage cabi 


nets, etc. 


The Sikes Co., Ine. 

Illustration. Page 51. 

Model. No. X 133% RL. 

Construction and Finish. Wood, tin 
ished in walnut, birch, or oak. 

Upholstery. Combination of top grain 
or Winston leathers with matching 
Colors: tan, blue, maroon, 
brown, grey, green, black, red. 

Features. Seat height adjustable from 
174 to 20% in., height of top of back 
rest above seat from 15%4 to 17% in. 
Seat depth is 14 in. Back tlt and seat 
tilt tension adjustable. Seat has springs 
covered with foam rubber. 

Price. $91.50 to $100.50, list. 

Other Furniture. A number of other 
chairs. 


tabrics, 


The Sturgis Posture Chair Co. 
Illustration. Page 5}. 
Model. No. 1260G. 
Construction and Finish. Steel trame 
and fiber glass base. Colors: Sturlon 
finish in light grey, dark grey, green, 
or walnut; baked enamels to match 
standard desk colors also available. 
Upholstery. 
brown, medium green, red, dark green, 
dark brown, maroon, or grey; elastic 
Versilan in French grey, Barcelona red, 
forest green, autumn brown, buccaneer 
gold, black, or willow green; Clare- 
mont in green, 


Versilan in medium 


brown, or maroon; 


Gros Point in green, grey, gold, brown, 


MANAGEMENT 
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Tools of the Office 


or tan: or Bedtord Cord in tawn, green, 


or urey. 


Features. Seat height adjustable trom 


7’, to 20% in., seat depth trom 
12), to 16! 1., height of top ot back 
rest above seat from 14% to 1% in. Seat 
swivels but does not tlt; back tilts, 
with tension adjustable. The fiber 


glass base is durable and sufficiently 


flexible to level automatically on un 


even floors. Sturlon finish according to 
the manutacturer, 1s ten to twenty tmes 
tougher than enamel finishes. Casters 
have replaceable wheels. Base has ny 
lon thrust bearing, guaranteed tor lite 


of chair, 


Price. $65 to $75, Zone | 
Other Furniture. A wide line of 
chairs. 


The Taylor Chair Co. 
Ilustration. Page 51. 
Model. No. 8848", 
Construction and Final Oak, birch, 

or walnut, finished in quenesed oak, 

sottone oak, birch, walnut, mahogany, 
or genuine walnut, 
Upholstery. Elastic 


any of six colors; deep buff leathers in 


Naugahyde in 


any of six colors; top grain leathers in 


any of 20 colors: also Goodall Clare 
mont tabric and Goodall Gros Point 
fabric. Fabrics and leathers or plastics 


used in combination, 

Features, 
16 to 21 in., 
seat from 14! 
tilt and seat tilt 


Seat height adjustable trom 
height of top ot back rest 
Sack 


adjustable. 


above » to 16% in. 
tension 


Seat covered with molded foam rubber 


talk about 


here's 


tremendous 
type and 
hand lettering 
savings 


with 


Fi LMoTY Pe 


60 W. Superior, Chicago 10, 


OFFICE 


(2 in.); back has cotton padding. 
Price. $86 to $96, list. 
Other Furniture. A number ot other 


chairs. 


The Toledo Metal Furniture Co. 
Mlustration. Page 50. 
Vodel. No. 9606-17. 
Construction and Finish. Stec| trame, 


finished in beige, brown, grey, or green; 
wood seat and back rest, finished in na 
tural or stained birch, grey, green, or 
walnut. 

Upholstery. Chair can be supplied 
with removable foam rubber upholstery 
covered with antique green vinyl plastic 
fabric. Model shown has wood seat. 

Features. Seat height adjustable trom 
17 to 21% in., height of top of back 
rest above seat from 12 to 15 in, The 
height adjustment is designed to be in 
stantaneous. When chair is upholstered, 

has one inch of foam rubber in the 
seat cushion, one-half inch on the back 
rest. 

Price. $26 list, without upholstery: 
$36.80, list, upholstered. 

Other Furniture. 


chairs. 


A number of other 


Wells Chair Corp. 
Illustration. Page 51. 
Model. No. 272 
Construction and Finish. Steel trame, 


finished in grey; aluminum base, with 
satin aluminum finish, 

U pholstery. Elastic Naugahyde, New 
port and Gros Point fabrics, deep buff 
Colors: 


and top grain leathers. green, 


grey, brown, red, coral, avocado, 


Features. 


17 to 22 in. 


Seat height adjustable trom 
Back rest height adjustable 


through 2')-inch range. Back ult te 


ble. Foam rubber cushion 


and back; 


v1 


sion adyusta 


ing used on both seat maxi 
mum thickness of rubber, 24% in. Chair 
has hoo le | ball 


Pri c. 


Other burniture. 


bearing casters. 
Zone 


\ number of other 


$50.60, list, 


4 hairs. 


List 


and/or D in_ parentheses 


Manufacturers’ 


(Initials C 


following a company name indicate 
whether company manufactures chairs 
andfor desks.) 
Advance Design, Inc. (CD) 
45 W. 33rd St.. New York 1. 
All-Stecl Equipment Inc. (CD) 
Aurora, Ill. 
Alma Desk Co. 


Drawer 271, 


(D) 
High Point, N. C. 
Aluminum Seating Corp. (C) 
17S. Cherry Sty Akron 8, Ohio 
Art Metal Construction Co. (CD) 
Jamestown, N. Y, 
Art Steel Sales Corp. (C) 
170 W. 233rd St.. New York 63. 
Barcalo Mig. Co. (C) 
166 Chandler St.. Buffalo 7. 
Berger Mty. Div., Republic Steel Corp. 
1038 Belden Ave. N.E., 
Ohio (D) 

Blair Aluminum Furniture Co. 
P.O. Box 31, Marietta, Ga. 
Challenger Steel Products Corp. (D) 

350 Morgan Ave., Brooklyn 11, N.Y. 
Clemco Desk Mtg. Co., Inc. (D) 


tox 266, 


Canton 5, 


(C) 


Bloomfield, Ind. 
(CD) 
York 17 


Cole Steel Equipment Co., Ine. 
285 Madison Ave., New 


Columbia Steel Equipment Co. (D)) 
Lincoln-Liberty Bldg 


. Philadelphia 7 


office efficiency! 


cost 


a 12-inch line of type or hand lettering yours for less than 5c! 


SELECTION — Over 700 styles and sizes from 12 point to big 144 point! 


QUALITY Sharp, black proofs perfect for reproduction. . 


OPERATION ~ After } hour instruction, anyone can be an expert! 


Write today for index catalog and complete 


information to dept. 50M54. 


e 4W. 40th St., 


SIZE Only slightly larger than a typewriter! Fits easily on any desk! 


New York 18, N. Y. 


.yours in minutes! 


MANAGEMENT May, 1951 


. ; SS a ere 
yor. a 
a 
ee | | 
| ‘ ° 
aa 
“ “ rie te > wil . ar 7; ', 5 . . 
» . 4 ° « sid *, ? 7 ‘ . 
any ‘ . 4 v * , wr we ¢. See « el Li eee $ od © 2 . re 
ae ° 
a — 
: 
: bros! : 
; je ~<a, 
~—— 
=< — 
ae (a Sal P i on Se 2 a “te: a ae 
Xie bs cry? @ Z Wen:> ae rg a> 2 nl 4 y ee at 4 ee Lee 7 rae fl 65) Lie 
» a oo eo a. haere x; a ee 7 airmen) 
a = = eee Te ae — a 4 le pans ree. ae 


for 
BETTER 
SEEING! 


Photos show installation of Sight-Light SWIVEL ARM by 
Unlity Supply Company, furniture Division, Chicago, in 
three offices of All-State Brokerage Co., Chicago, Ill. 


Do YOU Enjoy This Kind of 


SEEing Comfort at Your Desk? 


Sight-Light Swivel Arm Gives Maximum Diffused Light tor Greater Seeing Comtort 
and Increased Personal Efficiency. 


IN OFFICES all over the country the “Seeing Comfort” of Sight-Light is being 
demonstrated in actual installations every day. Photos show typical installations, 


Briefly, Sight-Light is a patented optical system designed soley to provide MAX- 
IMUM DIFFUSED LIGHT below eye level . . . without harmtul, eye-straining 
glare factors. 


A light meter on your desk will show that you may be working with about one- 
third the light needed for “Seeing Comfort”. A Sight-Light demonstration will 
prove how much better you can see with less effort and less eye-strain . . . to make 
your desk life more pleasant and, certainly, more efficient. 


Ask your office furniture or equipment dealer to LEND you a Sight-Light for 24 hours 


... or have your secretary pin the coupon to your letterhead. We'll be glad to 
send you the complete Sight-Light story. 


TEAR OUT... ATTACH TO LETTERHEAD... MAIL 


SEE OUR DEMONSTRATION 
M. G. WHEELER COMPANY, INC. 


Booth 805 GREENWICH, CONNECTICUT 
National Office Management Without cost or obligation, send me complete liter- 
Conference and Exposition ature on Sight-Light for Office use. 
Kiel Auditorium, St. Louis, Mo. Our dealer is 
May 24 to 27 Company name 
Address 
May, 1954 OFFICE MANAGEMENT 
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MODEL 444 


The PERFECT desk set for busy 
desks. Pen always ready to write— 
automatically fills itself from giant 
ink fountain every time pen is 
returned to socket. Fountain-base 
needs ink only 4 times a year in 
normal use. 


ay Finger grip never touches ink. No chance 
for ink to touch you. 


(2) Fountain-base "ink-locked" against? acci- 
dental spillage. Only the pen unlocks the ink. 


3) Fountain-base holds 40 times more ink 
than ordinary fountain pen. Won't leak. 
Won't flood. Easy to clean as a saucer. 


Ask your stationer for a demonstration. 


TO SELECT OR REPLACE... HERE'S ALL YOU DO. 


More than 28 interchangeable point styles 
for personal use or for public counters. 


the right point for 
the way you write 
... by number 


DESK PEN SETS 


THE ESTERBROOK PEN COMPANY, CAMDEN 1, NEW JERSEY 
The Esterbrook Pen Company of Canada, Lid., 92 Fleet St., East; Toronto, Ontario 


COPYRIGHT 1954, THE ESTERBROOK PEN COMPANY 


Manufacturers’ List 
(Continued ) 


Corry-Jamestown Mfg. Corp. (D) 
Corry 5, Pa. 
Cramer Posture Chair Co., Inc. (C) 
1205 Charlotte St., Kansas City 6, Mo. 
D & L Office Furniture Co. (D) 
61 W. Hubbard St., Chicago 
Dependable Mfg. Co. (C) 
P.O. Box 1121, Omaha 
Dixie Chrome Products, Inc. (CD) 
711 E. First St., Irving, Tex. 


| Domore Chair Co., Inc. (C) 


216 Monger Bldg., Elkhart, Ind. 
Doro Mfg. Co. (D) 

220 W. Institute Place, Chicago 10. 
Dorset Steel Equipment Co. (D) 

2514 W. Dauphin St., Philadelphia 
Durable Metal Products Co. (D) 

1709 St. Marks Ave., Brooklyn, N. Y. 
Duracold Corp. (D) 

1347 39th St., Brooklyn, N. Y. 
Emeco Corp. (C) 

Maple Ave., Hanover, Pa. 
Executive Furniture, Inc, (D) 

911 S. Walker, Oklahoma City | 


| Flewelling Co., L. C. (CD) 


12411 Industrial Ave., Hollydale, Cal. 
Fritz-Cross Co., The (C) 

300 E. Fourth St., St. Paul 1. 
General Fireproofing Co., The (CD) 

Dennick Ave., Youngstown 1, Ohio 


| Globe-Wernicke Co., The (CD) 


5025 Carthage Ave., Norwood, Cin- 
cinnati 12. 

Grand Rapids Leather Furn. Co., Inc. 
201 Front Ave., N.W., Grand Rapids, 
Mich. (CD) 

Gregson Mfg. Co. (C) 

Liberty, N. C. 

Gunlocke Chair Co., W. H. (C) 
Wayland, N. Y. 

Haeger Desk Co. (D) 

1663 Merchandise Mart, Chicago 54 

Hamilton Desk Co. (D) 

High Point, N. C. 

Hamilton Mfg. Corp. (C) 

1305 Cottage Ave., Columbus, Ind. 

Hanes Chair & Furniture Co., Inc. 
Mocksville, N. C. (CD) 

Harrison Steel Cabinet Co. (D) 

4718 W. Sth Ave., Chicago 14 


| Harter Corp. (C) 


80 Prairie Ave., Sturgis, Mich. 


_ Haskell, Inc. (D) 


303 E. Carson St., Pittsburgh 17 


| High Point Bending & Chair Co. (C) 


OFFICE MANAGEMENT 


P.O. Box 312, Siler City, N. C. 
Hillside Metal Products Inc, (D) 

262 Passaic St., Newark 4, N. J. 
Home-O-Nize Co., The (D) 

Third & Oak Sts., Muscatine, lowa 
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Beautiful outside... powertul 
inside, proved in competi- 
tive tests more powerful 


than any other room air 
' 


conditioner! Fedders ex- 
clusive V-type evaporator 


gives you 33% more cooling area 


... greater reserve 
... greater filtering 
area for more efficient filtering and longer time be- 
tween filter replacement. Greater dehumidifying 
power, too! Be sure to look “under the hood” 
when you buy. Look at powerful Fedders ! 


capacity for very hot, muggy days 


Fedders exclusive Built-In 
Weather Bureau gives you 
the cool, clean weather you 
want at the touch of a but- 
ton. Lets you ventilate, 
whisk away stale, smoky air 


cooling. Exclusive new Reverse Cycle Heat Pump* 
switches from cool to heat to cool automatically 
to maintain the temperature you set. See Fedders 
in action at your dealer today ! 


* At extra cost on *4 ton Deluxe and 1-ton Window Models. 


MAIL COUPON TODAY 


FEDDERS worto's tarcest 
MANUFACTURER OF ROOM AIR 
CONDITIONERS” 


wy el 
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MOST POWERFUL 
ROOM AIR 
CONDITIONER ! 


... both independently of 
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FEDDERS 


FEDDERS-QUIGAN CORP. 


7 


Dept. OM-2, Buffalo 7, N. Y. 


L) 


I want to see a Fedders 
Office Specialist. 


) Please send free 20-page booklet on 
* Fedders Room Air Conditioners. 


gr: pipet 


Name 


Address 


City Zone State 
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“im, JONES: & LAUGHLI 


\ oneee yearly savings of 


id O 0,00¢ O : 


-_ 


Speeds paper work duplicating in 15 field locations 


Jones & Laughlin Steel Corporation, world’s fourth largest steel 
maker, uses the xerography process to prepare offset paper masters 
for duplicating thousands of forms needed to carry out the vast 
paperwork requirements of its business. 

With the XeroX-Multilith combination, general forms used at the 
various locations are prepared in the Pittsburgh General Office. 
Forms used only at one location are prepared locally, XeroX® copy- 
ing equipment is used for preparing paper masters and Multilith 
Process Duplicators are used tor quantity dupli- 
cation of forms. Jones & Laughlin estimates SOME USERS IN 
savings of over $100,000 a year compared with DIFFERENT FIELDS 


former methods. AIRCRAFT 
Bell Aircraft Corporation 


Anything written, typed, drawn or printed BUILDING MATERIALS 
can be reproduced with photographic accuracy eee Spee Conpeey 
in: 3 mi . ' sis aria aeecaaetiaat CHEMICAL 
in about 5 minutes onto an offset paper master Ethy! Corporation 
for run off of multiple copies on an offset du- EDUCATION 

«a: University of Roch 
plicator, Original copy may be enlarged, re- 2 yaglaaaaaaa 

4 INSURANCE 
duced or reproduced same size by xerography Glens Fails Group 
in XeroX® Lith-Master* copying equipment. a sty renner 

: . 4 oylor Instrument 
Copies can be made from one or both sides of Companies 
original material with the versatile, electro- RETAIL 

8 “ ersatile, electro a 
Static xerography process. TRANSPORTATION 

For use in diazo type machines, translucent wae eee 


intermediates can be made from any original 
su bye tin the same speedy way. *A trademark of The Haloid Company 


Write for 12-page Jones & Laughlin Report, also ‘proof of performance’ folders 
showing how companies of all kinds are cutting costs and saving time with xerogra- 
phy. For instance: Xerography helps Glens Falls Group maintain up-to-date directory 
of 11,000 agents and saves $10,000 a year. 


THE HALOID COMPANY 
54-30X HALOID STREET © ROCHESTER 3, N. Y. 


Branch Offices in Principal U.S. Cities and Toronto 


XEROGRAPHY 
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Manufacturers’ List 


(Continued ) 


Hoosier Desk Co. (D) 

310 S. Mill St., Jasper, Ind. 
Huntington Chair Corp. (CD) 

Huntington, W. Va. 
Imperial Desk Co. (D) 

1312 W. Florida St., Evansville Ind. 
Indiana Chair Co. (C) 

13th & Vine, Jasper, Ind. 
Indiana Desk Co., Inc. (D) 

1201 N. Mill St., Jasper, Ind. 
Invincible Metal Furniture Co. (D) 

842 S. 26th St., Manitowoc, Wisc. 
Jasper Chair Co. (C) 

Jasper, Ind. 
Jasper Desk Co., The (D) 

P.O. Box 111, Jasper, Ind. 
Jasper Office Furniture Co. (D) 

P.O. Box 71, Jasper, Ind. 
Jasper Seating Co. (C) 

Jasper, Ind. 
Johnson Chair Co. (C) 

4401 W. North Ave., Chicago 39 
Kenwood Corp., The (D) 

2412 Pennsylvania Ave., N.W., Wash- 

ington 7 
Kewaunee Mfg. Co. (C) 

5021 S. Center St., Adrian, Mich. 
King Posture Chair Co. (C) 

953 S. Raymond, Pasadena 2, Calif. 
Knoil Associates, Inc. (CD) 

575 Madison Ave., New York 22. 
Korda Industries (D) 

20 W. 46th St., New York 19 
Lehigh Desk Co, (D) 

106 Duane St., New York 
Lehigh Furniture Corp. (CD) 

16 E. 53rd St., New York 22 
Leopold Co., The (D) 

914 Osborn St., Burlington, lowa 
Marble Chair Co., The B. L. (C) 

89 Willis St., Bedford, Ohio 
Maso Steel Products, Inc. (C) 

53 W. Jackson Blvd., Chicago 
Metal Office Furniture Co. (CD) 

1491 Division Ave., S., 

Grand Rapids 2, Mich. 
Miller Furniture Co., Herman (CD) 

Zeeland, Mich. 
Milwaukee Chair Co., The (C) 

3022 W. Center St., Milwaukee 45 
Morval Corp. (CD) 

Herkimer, N. Y. 
Murphy Chair Co., Inc. (C) 

931 Wing Ave., Owensboro, Ky. 
Murphy-Miller, Inc. (C) 

P.O. Box 516, Owensboro, Ky. 
Myrtle Desk Co. (D) 

P.O. Box 1750, High Point, N. C. 
National Desk Co., Inc., The (D) 

801 Park Ave., Herkimer, N. Y. 
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76 models of organized desks. 27 chair styles to conserve energy and eliminate back strain. 


H ERE is a man who has discovered 
a new source of time, the most 
critical factor in today’s business. 

It’s right there in his handsome 
““time-engineered’’ Shaw-Walker 
desk. A marvel of efficiency, its 
drawer space, height, working area 
all give the man who sits behind it a 
clear mind as well as a clean desk. 
He can do more and do it better with 
less strain on both mind and body. 

“ Time-engineering” is the exclu- 
sive quality that makes this desk 
and all Shaw- Walker equipment such 
valuable profit tools. For never be- 
fore has the efficient handling of 


“Buik Likea 


q Skyscraper” 
J 
¢. 
oi 
- 


es 
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GHAW:WALKER 


New low height (29”) speeds 
reading, writing, reaching. 
Records drawer organizes 
card lists for speed. 

Built-in organizer rack for 
papers, forms, pads. 


Waste basket in drawer 
saves time, floor space. 


paper work and the conservation of 
time been so important to profits. 
Since 1899 Shaw-Walker has devel- 
oped over 4,000 “‘time-engineered”’ 
products for American k-usiness. 
There are desks, chairs, Fire-Files, 
filing cabinets, loose-leaf and pay- 
roll equipment —everything for the 
office except machines. 

By making every job easier, every 
worker more efficient, Shaw-Walker 


OFFICE MANAGEMENT 


ORGANIZED FOR WORK 


Most comfortable working 
top ever invented. 


Specific compartments for 
all working tools— from 
poper clips to binders. 


Four ‘‘in-drawer'’ letter 
baskets organize papers. No 
desk-top clutter. 


File drawer organizes work 
for easy reference. 


equipment is a self-liquidating in- 
vestment and a day by day profit 
maker. If you are setting up a new 
office or modernizing, make use of 
Shaw-Walker “time-engineered” 
equipment to make the most efficient 
use of time—every minute of it. 
280-page OFFICE GUIDE. Pictures, describes and 
prices equipment and systems “‘time-engi- 
neered”™ to lower — costs. Everything for the 
‘ 


office except machines, 4000 items by Shaw- 
Walker. Request on business letterhead, please. 


Largest Exclusive Makers of Office Furniture and Filing Equipment in the World 
Executive Offices at Muskegon 4, Michigan—Branches and Exclusive Dealers in All Principal Cities 
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Manufacturers’ List 
(Continued ) 


Norcor Mfg. Co., Inc. (C) 

301 Bridge St., Green Bay, Wisc. 
Nu-Craft Products Co. (D) 

163 Pacific St., Brooklyn 2, N. Y. 
Ohio Chair Co., Inc. (C) 


28 W. Madison Ave., Youngstown, O. 


Orna Metal Products Co. (D) 

2412 S. Seventh St., St. Louis 
Peerless Steel Equipment Co, (D) 

6604 Hasbrook Ave., Philadelphia 11 
Precision Mfg. Co. (C) 

831 Chicago Ave., Evanston, Ill. 
Precision Metal Workers (C) 

3100 W. Carroll Ave., Chicago 


Remington Rand Inc. (CD) 

315 Fourth Ave., New York 10 
Rishel Furniture Co., J. K. (D) 

1201 W. Third St., Williamsport, Pa, 
Riteform Chair Co., Inc. (C) 

2300 Ellis Ave., St. Paul 4W 
Rockwell-Barnes Co. (D) 

35 E. Wacker Drive, Chicago 1 
Royal Metal Mig. Co. (D) 

175 N. Michigan Ave., Chicago | 
Scerbo & Sons, Inc., Frank (CD) 

536 Pearl St., New York 3 
Security Steel Equipment Corp. (D) 

50 Manhattan Ave., Avenel, N. J. 
Shaw-Walker Co., The (CD) 

1950 Townsend St., Muskegon, Mich. 


THE CROWN 
LINE OF 
MARKING 
DEVICES 


There is a Crown marking device for 
Any marking Problem— 


For the best in marking devices insist 


on the Crown Line. 


Write today for 100 page 


illustrated catalog £96; it’s 


FREE! 


80 DUANE STREET 
NEW YORK 7, N. Y. 
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Shelbyville Desk Co. (D) 

403 S. Noble St., Shelbyville, Ind. 
Sikes Co., Inc., The (C) 

20 Churchill St., Buffalo 7 
Southern Desk Co, (D) 

Drawer 490, Hickory, N. C. 
Standard Furniture Co. (D) 

S. Washington St., Herkimer, N. Y. 
Stanley Mfg. Co. (C) 

2310 N. Main St., Fort Worth 6 
Stout Chair Co. (C) 

Liberty, N. C. 
Sturgis Posture Chair Co., The (C) 

154 E. Erie St., Chicago 11 
Taylor Chair Co., The (C) 

Bedford, Ohio 
Thomas Furniture Co. (C) 

420 Manning St., High Point, N. C. 
Toledo Metal Furniture Co., The (C) 

1100 Hastings St., Toledo, Ohio 
Wells Chair Corp. (C) 

Michigan City, Ind. 
Wells Furniture Mfg. Co. (CD) 

Laurel, Miss. 
Western Mfg. Co. (D) 

536 N. Highland Ave., Aurora, IIl. 
Wilmade Furniture Co. (C) 

381 Main St., Gardner, Mass. 
Worden Co., The (D) 

200 E. 17th St., Holland, Mich. 
Yawman & Erbe Mfg. Co. (D) 

1045 Jay St., Rochester 3, N. Y. 


Pierre du Pont dies at 84 

Pierre Samuel du Pont, director and 
honorary board chairman of E. I. du 
Pont de Nemours & Co., died unex- 
pectedly in Wilmington, Del., on April 
Sth. He was 8&4. 

Mr. du Pont, together with his two 
cousins, Alfred I and T. 
du Pont, acquired the 


Coleman 
company in 
1902. He had worked there, as a chem- 
ist, from his graduation from M.1.T. in 
1890 until 1899. The company, then 
100 years old, was a manufacturer of 
black powder. In its new hands it be- 
came during the next half-century, what 
has been described as “the greatest 
chemical enterprise in the world.” The 
du Pont company now has more than 
90,000 employees and 145,000. stock- 
holders. Mr. du Pont had been treasur- 
er, vice president, president, and chair- 
man of the board, resigning the last of 
these positions in 1926, 

Mr. du Pont’s activities also included 
participation in the organization of 
General Motors. He was president 
of that company from 1920 until 1923, 
when be became chairman of the board. 
After his resignation in 1929, he re- 
mained until 1944 as a board member. 


May, 1954 


; Se 2 
: s <> bt OD 7 =: 
2 ent &,. ar { Leen 
\ a: wy Se 
a3 err . . ; 
Me - -™?> rFrorau & 
‘> - Pd >= 
: > SN. 
6s <imis> 
ee wy 
: : = \ od 
Ns (Uf Ra 
. i (aa 
ee . 
3 1a 
. a Yee ee 
= a \ 
iN: —, eo 
i F2eb 55 iI a , | hf . . 
i seen len Cl os : 
| 8x foal and CeIn 
_ A) HUM MHA MG.. FH 
oe 66 es | 
3 — : ae ce Pl Lee 2k: ta Soy ny ae i 
meg) . eo  —— = ae 


isOma ir 


TYPEWRITER 


with 


Exclusive 


VISOMATIC 
MARGIN 


Visomatic Margin 


“VisOmatic” means what it 
says — visible and automatic. 
Permits fast, precise, even 
margin setting on both sides. 
Simply position the carriage 
and touch margin set keys and 
margins spring into place au- 
tomatically. Stop indicators on 
easy-to-read scale show exact 


coerce features, More Typing Ease 


appearance. 


Feature for feature, the All-New R. C. Allen VisOmatic gives 
you more than ever before... more output... more typing ease 
... more efficiency. And this highly versatile deluxe machine 
costs no more than ordinary standard typewriters. Try the 
All-New R. C. Allen VisOmatic typewriter first — See how 
quickly it proves itself in your office. The beautiful Mist Gray 


New Line Space Mechanism color styling harmonizes with every office color scheme. 
Line spacing as simple as 1-2- 
3. Change from single to double 


coe QUICK-SWITCH PLATEN In less than ten seconds you can change 
from the standard platen to a platen 
for stencil cutting, or to one for mak- 
ing multiple-copy manifests, or for any 
other specialized job. A touch on the 
release lever and out comes the cylin- 
der ... in seconds! No inky fingers, 
no lost time, no complicated procedure. 
Platen snaps into position just as fast. 
Your R. C. Allen dealer is listed in the 
yellow pages of your phone book. 


RARSSR ADEs 


Full-View Tab Control Panel 


Easy-to-reach tab set and tab 

clear keys are at your finger- 

tips. You can clear all or any 

selected tabs at one touch. 

_ 680 Front Avenue, N.W., Grand Rapids, Mich. 
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Parker Pen Co, completes 

expansion program 

The Parker Pen Co.’s two-year ex- 
pansion program came to a successful 
conclusion last month as workmen 
completed the remodeling of the com- 
pany’s general offices in Janesville, 
Wisc. This $500,000 project was part 
of an over-all plan which included the 
construction of the $4,500,000 Arrow 
Park plant. This plant was put into 
production last summer. 

Parker officials have also announced 
that public reception of the new 
“Jotter” ball point pen has been such 
that it has been necessary to increase 
early production figures almost 300 per 


NEENAH BOXED 
TYPEWRITER PAPERS = 


LU i, 


cent. Introduction of the pen, which 
is Parker’s first ball point model, was 
announced in January. 


Pitney-Bowes names college 
scholarship winners 

The first winners of a new college 
by 
Pitney-Bowes, Inc., Stamford, Conn., 
manufacturers of postage meters, mail- 
ing machines, and other mailroom 
equipment, have recently been an- 
nounced. They are Miss Ann E. 
Badger, of Youngstown, Ohio, and 
Howard O. Wold, of Minneapolis. 
The Pitney-Bowes program offers 
four-year college educations to children 


scholarship program sponsored 


DONT BUY NEENAH 


TYPEWRITER PAPERS FROM YOUR STATIONER unless 


you feel that what you write is important! We don't recommend 
Neenah's fine rag papers for note pads, memos or other temporary uses. 


But when you want the very best paper for reports, letters, surveys, 


second sheets and other important uses, ask your stationer for 


Neenah Boxed Typewriter Papers. 


Their long cotton fibers take repeated erasures without surface mar. 


They take repeated handling without dog-earring or breaking down. 


But most of ail, Neenah Papers add prestige wherever they are useds 


And remember, the stationer who carries Neenah Boxed Typewriter 


Papers is also a good store for other quality office supplies. 


NEENAH PAPER COMPANY 


Neenah, Wisconsin 


ye. PRRERS 


from 25% to 100% 
rag content | 


Bonds and Onionskins with | 
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of company employees. Miss Badger 
is the daughter of George T. Badger, 
Pitney-Bowes salesman at Akron, Ohio, 
and Mr. Wold is the son of Hildor O. 
Wold, service representative in the 
Minneapolis office. 

The winners were selected on a com- 
petitive basis by a board consisting of 
Dr. George N. Shuster, president of 
Hunter College, the chairman, Dr. 
Ordway Tead, prominent educator and 
editor of social and economic books for 
Harper & Bros., and Dr. Edward S. 
Noyes, chairman of Yale University’s 
board of admissions. 

Under the provisions of the scholar- 
ship plan, Pitney-Bowes awards full 
tuition and academic fees for four years 
at a college or university selected by 
each winner, plus maintenance allow- 
ances. If the winner lives at home, this 
allowance is a flat $300 a year. If he 
lives on campus, the allowance is ap- 
proximately 80 per cent of living costs, 
up to a maximum of $750. The com- 
pany expects that each student will 
meet some part of his own expenses. 

Two additional scholarships will be 
awarded each year. Thus, by 1957 
eight students will be attending college 
under this plan. 


National Secretaries Week 
(Continued from page 6) 
Dictaphone Corp., The General Fire- 
proofing Co., International Business 
Machines Corp., National Cash Regis- 
ter Co., Remington Rand Inc., Royal 
Typewriter Co., and Underwood Corp. 
The chairman of the committee is C. 
King Woodbridge, board chairman of 
Dictaphone, and the vice chairman is 
Howard V. Widdoes, vice president and 


general sales manager of Remington 
Rand. 


Microfilm editions available 

Microfilm editions of Office Man- 
agement magazine are available to 
regular subscribers who find it incon- 
venient to store regular bound volumes 
because of space limitations. 

The microfilra rolls are sold by Uni- 
versity Microfilms, 313 N. First St., 
Ann Arbor, Michigan. Each roll covers 
all editions of the magazine for one 
year. Microfilm editions are now avail- 
able for 1950, 1951, 1952, and 1953. 
Cost of the °50 and °51 rolls is $2.80, 
of the °52 film, $2.90, and of the °53 
edition, $2.60. 
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REYNOLDS & REYNOLDS PRECISION MADE 


ACCOUNTING MACHINE FORMS 


-» ASSURE YOU OF MAXIMUM 


RE IN MOST PRINCIPAL CITIES 


en ee 


REYNOLDS & REYNOLDS 
Company 


BUSINESS FORMS SINCE 1866 
a Vv TB 


— i 
sae 


ACCOUNTING MACHINE EFFICIENCY! 


PERFECT REGISTRATION GUARANTEED... Reynolds & Reynolds 
highly skilled specialists assure you of precision made accounting ma- 
chine forms. 

QUALITY FORMS AT LOW COST... mass production and an exclusive 
new process make Reynolds & Reynolds the leader in accounting 
machine forms production, This know how and efficiency, gained 
through years of experience, saves you money. 

PROMPT DELIVERY . . . special high speed presses and systematic 
handling guarantees prompt delivery of custom made forms. A large, 
complete stock of standard forms is always ready for immediate delivery. 
COMPLETE SOURCE OF SUPPLY .. . Reynolds & Reynolds can furnish 
binders, indexes, carbon paper, filing trays, stands and your other print- 
ing requirements. 


Reynolds & Reynolds is 
headquarters for all Accounting 


Machine Forms ! 


wie r, 


» =. 


The Reynolds & Reynolds Co. 
800 Germantown St. 
Dayton 7, Ohio 


Please send me complete information on Reynolds & Reynolds 
Accounting Machine Forms 


Make of Machine _Model __ 
Name 


Firm Name 


oO H I O Address 
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AFTSMAN 
CHAIRS | 


i 


i 


The Full Measure 
of Comfort 


_,Jasp 
Cagtempege Nt bey 


How do you measure comfort? 
your demands are exacting, 
find The Craftsman No. 
a truly fine wood comfort 
is made specifically to your 


If 
you'll 
1700 
chair 
measure. 


Feel the satisfying resiliency of 
the soft foam rubber in the back 
and seat. Let your hand glide over 
the rich, smooth finish—of finest 
quality genuine American black 
Walnut and Indiana quartered oak. 


Sit down and relax fully. Enjoy 
the proper posture fitting support 
of The Craftsman No. 1700. Man 
alive . . . you'll feel really alive, 
even after the hardest day’s work! 


lake this measure of The Crafts- 
man No. 1700 your nearest 
dealer's. If you haven't his name, 
And—after 
-The 
Craftsman office chair you select 
now will still be the full measure 
of perfection. 


at 


we'll send it to you. 
years of satisfactory service 


er 
| SEATING COMPANY. 
JASPER, INDIANA 


4 


OUR AIM: 


“Records Management Day” 
observed in Chicago 


For what is probably the first time 


in its history, records management won 
the official recognition of a major city 


when Chicago’s Mayor Martin K. Ken- | 
nelly proclaimed April 13th as Records | 
Management Day in Chicago in honor | 


of the many records management peo 


ple in that city. The proclamation read | 


as follows: 


“WHEREAS, the keeping of records | 


is indispensable to the conduct of busi- | 


ness, industry and government; and 


“WHEREAS, it is being increasingly | 


recognized that efficient keeping of rec- 
ords demands unusual! ability as to cre- 


ation, planning, organization, control, 


| coordination, and orderly disposition; 


and 
“WHEREAS, Records Management 


| has contributed greatly to the advance 


ment of the techniques of record keep- 
ing and to awareness on the part of 


| administration, both public and private, 


| banquet in the dining 


of its importance; 

“NOW, THEREFORE, 1, Martin 
H. Kennelly, Mayor of the City of Chi 
cago, do hereby proclaim Tuesday, 


April 13, as RECORDS MANAGE- 


MENT DAY IN CHICAGO, and urge | 
all in business, industry and govern. | 


ment to be mindful of the advantages 
the 
qualified records clerks. 
“Dated this 23rd day of 
A.D., 1954.” 
(Signed) Martin H. Kennelly, 
Mayor. 


to be obtained from services of 


The Records Management Associa- 
tion of Chicago, P.O. Box 651, Chi- 
cago 90, has been active in promoting 
the recognition of the importance of 
records work in Chicago; this organ 
celebrated Records 


ization Manage 


ment Day by holding its annual spring 


room of the Chi 


| cago Bar Association, 


| A. H. Butz, 3M official, dies 


Allan H. Butz, vice president of the 


division of Minnesota 
Mining & Mfg. Co., died suddenly on 
February 15th while vacationing with 
at Del Ray 


Death was 


international 


members of his family 
Beach, Fla. He was 51. 
caused by a heart attack. 

Mr, Butz joined the company in 1925 
is a laboratory helper. 
he became chief clerk in the New York 
office, New York sales manager, east 


Subsequently 


ern sales manager, and eastern regional 
manager, moving up to his vice presi 


dency in 1951], 


March, | 


RECORD 
STORAGE 
a problem? 


@ Low-Cost 
@ Convenient 
@ Space-savirig 


8 @ STAX ONSTEEL gives 
you easy-action drawers—quick access to 
records. Each corrugated fibre-board unit 
is complete with factory applied steel 
framework for sturdy support in rear and 
front. Interlock side-by-side and stack 
to the ceiling to save space. Letter size 
illustrated—$4.70 per unit, slightly 
higher south and west. 


Clip this ad to your letterhead 


FOR FREE BOOKLET 


1 Tells how long to keep records 
2 Shows best record storage methods . . . 
plus name of your nearest dealer 


BANKERS BOX COMPANY 


720 S. Dearborn Street * Chicago 5, Ill. 


COSTLY RE-DRAFTING OF 
ORGANIZATION CHARTS 


THE 
COFFIELD 
EVERLASTING L 
Interchangeable g< 
ORGANIZATION 
CHART 


EASY TO CHANGE 
A typist, a typewriter and typing paper are all you 


| need to keep your chart up to date. It's that simple’ 


OFFICE MANAGEMENT 


= 


= 
' 


* Sizes to Fit Any Organization Structure 
* Eliminates All Costly Drafting 
* Photographs for Sharp Prints 
* Invaluable as a Visual Training Aid 
+ All Parts Are Movable and Re-usable 
* Solves Your Chart Problem Forever 
Write for Free Ilustrated Folder 
with Price Schedule No. OM-5 
MANAGEMENT CONTROL CHARTS CO. 


1731 N. WELLS ST. CHICAGO 14, ILL. 
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Make Office Photocopies 
in Brighter Light 
on Peerless DRI-STAT 


“Bright-Light’ 
Paper 


NEW DRI-STAT 
“Bright-Light” paper offers, 


for the first time, ofice photocopying that truly deserves the 
name. Developed by Peerless Photo Products, Inc.. DRI-STAT 
“Bright-Light” paper allows you to make sharp. clear. black- 
and-white photocopies of any original. under the norma! levels 
of illumination in today’s modern offices . .. fluorescent or in- 
candescent light of fairly high intensity, or subdued daylight. 
Here, at last, is a paper that will give you good results under 
four to five times more light than you could ever work in before. 


Now you can really make full use of transfer-process photo- 
copying ...the modern, quick, inexpensive method of making 
exact copies of anything written, drawn, or printed... any- 
where in your office. No longer need you put up with the 
inconvenience of having to locate your photocopy equipment 
in an out-of-the-way corner, a stuffy closet or a crowded 
stockroom. When you use the new DRI-STAT “Bright-Light” 
paper, you can put your photocopy equipment right where 
you want it... right where it’s most convenient and comfort- 
able to use .. and get sparkling. clear, black-and-white copies, 
regardless of room illumination. 


DRI-STAT papers give these amazing results not only on 
DRI-STAT equipment, but with almost every other type of 
transfer-process photocopying equipment now on the market. 
If you already have such equipment, try DRI-STAT papers 
and see the improvement! 


You Save Time and Money with DRI-STAT 

You can copy originals up to 11” by 17” in size on DRI-STAT 
equipment, or continuous strip matter up to 12” wide. Results 
are equally good from opaque or translucent originals, since 
copying can be done either by the reflex or the contact method. 


DRI-STAT vellum paper can be used to produce a translucent 


“master” from which multiple copies can be reproduced by 
the diazo process. 


May, 1954 OFFICE MANAGEMENT 


Send the coupon today for full details » L.~ — 


DRI-STAT equipment takes up less space than a typewriter, 
can be used right in the department (or branch office) where 
photocopies are needed. The originals never leave your pos- 
session. Copies are ready in less than one minute, cost less 
than 10 cents apiece. 


Convenient, Easy to Use 

Anyone in your office can quickly learn how to make good 
DRI-STAT copies. No extra help with special training is 
needed. No darkroom is needed, and there are no messy trays 
of developing solution. 


DRI-STAT papers and equipment are wholly manufactured 
in the United States, which means consistent quality and 
dependable delivery. DRI-STAT is sold only through factory- 
trained Peerless distributors, all of whom are well qualified to 
give you professional counsel on your reproduction methods. 


Ask for a Demonstration 


Try DRI-STAT papers on your own work. For a demonstra- 
tion. call or write your Peerless distributor, or clip and mail 
the « oupon below. 


| Nome..... _ OMS 


DRI-STAT Division 
PEERLESS PHOTO PRODUCTS, Inc 
Shoreham, Long Island, New York 


| I'd like to see a demonstration of 
the DRI-STAT process on my work. 
I A I Please send me your free brochure 
describing the DRI-STAT papers 
and equipment 
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by ‘ 
Eon perial 


++. one of mony carefully planned 
groups of handsome, modern office 
furniture . . . styled to lend beauty 


The ‘‘Roll Master’’ should be on every desk 


Books and Pamphlets 


Cutting Office Costs in Small Plants 
Cutting Office Costs in Small Plants 


is No, 6 in the Small Business Manage- 
ment Series published by the Small 
Business Administration. 

The booklet states that office costs 
in small plants can be controlled once 
the office manager has segregated them 
and built up the general cost pattern 
for the year, and it suggests the prepa- 
ration of a work distribution chart as 
a step toward control analysis. 

The use of process charts for the 
purpose of simplifying operations is ex- 
as is the importance of a 
forms-control program. The booklet 
also contains a discussion of the basic 
principles of office layout, together with 
other advice for improving operating 
Another feature is a list of 
names and addresses of organizations, 


plained, 


efficiency. 


and lists of periodicals, texts, and films 
helpful to office managers. 

Cutting Office Costs in Small Plants 
is priced at 25 cents a copy and may be 
obtained from the Superintendent of 
Documents, U. §. Government Printing 
Office, Washington 25, D. C. 


ADDRESSING 
MACHINES 


offer you the only competition you can find 
in the Addressing Machine industry. 
Consult your yellow telephone book or write 
to The Elliott Addressing Machine Co., 
1454 Albany St., Cambridge 39, Mass. 


MAYCO Gill Main 


MEMO PAD FOR OFFICE 
SHOP + STORE> HOME ; 


in every office it's as useful as the tele- 
phone. Saves time —saves paper— prevents 
loss of important calls, estimates, notations, 
ete, 

Sturdy all metal construction. Rubber feet 
prevent scratching. Top opens to hold memos 
stamps, clips, ete Uses standard 3-7/16" 
adding machine roll. 


tives 


ants, 


Indispensable for Execu 
Managers, Account- 
Foremen, Secretaries, 
Receptionists, ete, 

No. 620-B Rich Crackle 

Brown 

No. 620-G Crackle Gray 
Write for the MAYCO Desk 
and Stationery Catalog 


Adjustable 
will hold any 
size catalos 
book or folder 


and dignity to your office . . . with 
increased overall efficiency. See 
your IMPERIAL deoler and write us 
for FREE Office Planning Guide. 


IMPERIAL DESK COMPANY 
Evansville 7, Indiana 


- 
Since 1923 


DESK ORGANIZER 


“CLEARS THE DESK POR ACTION” 
The MAYCO “Clear Vue"’ Desk Organizer should be stand- 
ard equipment on every desk. It prevents misplacing im 
portant papers and helps to avoid confusion which breeds 
mistakes. Index strip labels each compartment for easy 
accessibility. Open, unobstructed dividers provide a ‘‘Clear 
Vue". All metal construction — 10” long, 8” wide, 914” high 
No, 626-B Brown Hammertone No. 626-G Gray Hammertone 
Order from your stationer or send check or M.O. direct. 
No C.0.D.'s please. Postage Prepaid. satisfaction Guaran- 
teed. 


MAYER MANUFALTURINE LORPORATION 


3132 WEST Sist STREET, DEPT.OM, CHICAGO 32, ILLINOIS 
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My number is L-1514 C.* I was one of the first members of a new family to go out into 
the business world. In shape and size I was a twin to millions of my predecessors but there 
the similarity ended. I was given a new finish called . . . leather-like. 


MUCH was expected of me. Not only did I have to present a better appearance than 
my predecessors but of more importance I had to wear much longer—repel ink, perspiration, 
moisture, grease, oil, dirt and finger marks. In warm and humid climates I was forbidden 
to run off on clothing. 


During the years of 1952, 1953 and the early part of 1954, I was in constant use during 
office hours. I was in and out of the files, on desks, under the arm, and occasionally in transit. 
1 was handled by secretaries, salesmen and the boss. I contained correspondence, specifica- 
tions, contracts (worth millions of dollars), instructional manuals and on one occasion on a 
rainy night in 1953 a secretary used me as a carrying case for some personal purchases. 
I worked hurd at a cost of less than 15c per year. 


I have recently been called back to Smead’s laboratory to have my record of accomplish- 
ment checked. I was told that I passed with all my color. 


Lam TIRED yet PROUD. 


pe us - 7 Sustnges setonsty 
‘or a sample. Smea anufacturing . 
Co., Inc. Hastiogs, Mineesote: The above file and date of usage 


Logan,Ohio. may be seen in the Smead office. 
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Books and Pamphlets 


(Continued ) 


The Purpose of Producing Wealth 
An Inquiry into the Purpose of the 
Production of Wealth is the title of a 
72-page brochure by Roy A. Foulke, 
vice-president of Dun & Bradstreet, 
Inc., 99 Church St., New York 8, and 
published by that company. More than 
half the booklet consists of tables show- 
ing key financial relationships. Figures 
are given for 72 lines of business ac- 
tivity, showing the following ratios: 
current assets current debt, 


to net 


~ 


profits on net sales, net profits on tan- 
gible net worth, net profits on net 
working capital, net sales to tangible 
net worth, net sales to net working 
capital, net sales to inventory, fixed 
assets to tangible net worth, current 
debt to tangible net worth, total debt 
to tangible net worth, inventory to net 
working capital, current debt to inven- 
tory, and funded debts to net working 
capital. Average collection period fig- 
ures are also given. 

These tables are revisions of ratios 
from Behind the Scenes in Business, 
which 
1936, 


was originally published in 


IMPRESSIVE FOR IMPRESSIONS 


What more do you want in a du- 
plicating paper than trouble free 
performance and clear sharp im- 
pressions? 

And what less should you put 
up with? The answers — nothing 
more, nothing less! If you get 
smudgy, wrinkled or indistinct 
copy, here’s the right answer. Try 
Eastern papers because they are 
especially designed for office du- 
plicating machine work. The spe- 
cial surfacing and sizing for each 
process — the scientifically con- 
trolled moisture content and the 


precision trimmed edges assure 
clean copy, clear copy every time. 

For improved impressions and 
faster-running performance try 
one of these Eastern office papers. 


Atlantic Bond, Atlantic Du- 
plicator, Atlantic Mimeo Bond, 
Atlantic Opaque, Manifest Bond, 
Manifest Mimeo Bond, Manifest 
Duplicator. 

For sample sheets or packets 
ask your local Eastern paper mer- 
chant or write Eastern Corpora- 
tion, Bangor, Maine. 


myst 


ATLANTIC BOND 


Pines PAPER 


MADE BY EASTERN CORPORATION + BANGOR, MAINE 


fasteen 


| 


| 
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Coming Events 


British Industries Fair 
May 3-14 
Olympia and Earls Court, London 
7 


National Office Furniture 
Association 
May 8-11 
1954 Convention 
Hotel Sherman, Chicago 
7 


National Office Management 
Association 
May 23-27 
lhirty-Fifth International Conference 
Annual Office Machinery 
and Equipment Exposition 
Kiel Auditorium, St. Louis 
* 


Industry Sponsoring Committee 
for National Secretaries Week 
May 23-29 
National Secretaries Week 
* 

American Management Association 
May 24-26 
Insurance Conference 
Hotel Statler, New York 
J 


Canadian International Trade Fair 
May 31-June 41 
Exhibition Park, Toronto 
* 
National Secretaries Association 
July 21-24 
Ninth Annual Convention 
Waldorf-Astoria Hotel, New York 
= 


Life Office Management 
Association 
September 27-29 
1954 Annual Conference 
Shoreham Hotel, Washington 
© 


Office Executives Association 
of New York 
September 27-October | 
Golden Jubilee National 
Business Show 
6%h and 7Ist Regiment Armories 
New York 
e 


Industrial Management Society 
November 11-12 
Eighteenth National Time & Motion 
Study & Management Clinic 
Hotel Sherman, Chicago 
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visualize this beautiful 


E000/d executive desk 
in YOUR office 


‘ 
~~ photograph shows the Peabody Cooperative Bank, Peabody, Massachusetts a 
copold Installation by L. E. Muran Company, Boston, Massachusetts ah 
a 
See how smartness of line, handsome wood and ; er 
tasteful styling will give your office a “living ; 


room” atmosphere—an air of “welcome.” 


Leopold Office Furniture is thoughtfully de complete office planning assist- 
signed by skilled craftsmen to give you maxi- ance at no extra cost 
i mum beauty, convenience and durability. The 
file drawer is located in the upper position for Your Leopold Dealer provides complete Office 
easy access. Simple adjustment makes desk the Planning Service. Let him show you functional 
right height for you. Special Dulux finish is Leopold Office Furniture—styled to fit your 
highly resistant to stains and scratches. weeds. Write us for the name of your nearest 


Leopold Dealer. 


Member: Wood Office Furniture Institute 


THE EqQ0/d ‘iu Pant 


BURLINGTON, IOWA 
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More Leading Companies Turn To Open- shelf Filing 
Save Over 50% in Space, Filing Time, and 75% in Equipment Costs 


76 


More and more companies are making big savings with open- 
shelf filing...and increasing their filing efficiency for alpha- 
betic, numeric and terminal digit filing systems. Here’s what 
an executive of one prominent company has to say about open- 
shelf filing: 

“Open-shelf filing has been used by our company for over 14 
years. The cost of our open-shelf files was approximately 50% 
of the cost of file cabinets on a per filing-inch basis. We have 
not had one penny of upkeep cost since their installation. (The 
cost today would be just 25 of the cost of five-drawer file cabi- 
nets on a per filing-inch basis.) 

“From the standpoint of efficiency there is no comparison 
between filing folders on shelves and filing folders in cabinets. 
When we originally studied this problem we found that most of 
a girl’s time was spent in opening and shutting the file drawers. 
By actual time study we found that pulling folders from the 
shelves is 53°% faster.” 

Shelves eight tiers high with a 30-inch aisle space are recom- 
mended. This arrangement will permit a saving of over 50% 
in space compared to five-drawer file cabinets. Here are the 
facts: saving in space —50%, saving in time—53%, saving 
in cost—75%. 

For more information on how shelf filing can reduce your 
costs and increase your filing efficiency. Circle LBV626. 
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New Tape-to-Card Converter 
Has Many Applications 


The Remington Rand Tape-to- 
Card Converter punches 90-col- 
umn tabulating cards automati- 
cally from standard telegraphic 
perforated tape. Applications are 
almost unlimited, but the system 
of integrating perforated tape 
with punched cards is particu- 
larly suitable where accounting 
information is constantly ex- 
changed between distant points. 
For instance: a procedure of de- 
centralized billing can be utilized 
with tape automatically creating 
the correct punched cards in the 
home office for accounts receiva- 
ble, inventory control, and sales 
statistics. Other applications in- 
clude branch order writing, ex- 
change of information between 
office and factory, between store 
and home office, or between de- 
partments in any one location. 
The Tape-to-Card Converter is 
used in conjunction with stand- 
ard telegraphic equipment, a 
tape-perforating typewriter or 
the Remington Rand Card-to- 
Tape Converter, all of which per- 
forate a tape with standard tele- 
graphic operating codes. 


Have You Seen The New Fully 
Automatic Printing Calculator? 


Don’t fail to see a demonstra- 
tion of this amazing, new 
Printing Calculator at the 
Remington Rand Booth! Now 
for the first time you get in 
an office figuring machine, all 
these features: Automatic Mul- 
tiplication * Automatic Divi- 
sion * Automatic Credit 
Balances * Automatic Total 
Control « 10-Key Touch Addi- 
tion and Subtraction * Simpla- 
tape * 2-color Ribbon « Con- 
stant Key * Capacity up to 100 
trillion. 


May, 1954 


us i cane»: ~ ' 
; ee et ee 2. 
| i SOFC RRR | -+H++ 
@ : AND IDEAS- Litt t 
. } . oe ee See ee =a 
ry “itl TS) | REMINGTON [RAND 
, oe oe ee oe ma ins Bee AB, A. OS hd WDA 
shieg oh i SL MR er) OAL Re ar a ek Sa A a el a km 
' ; tit 
79 ae .. ai 
1) 
\ Pe i) eee a) zy ae a , | 
Pegg Ok, : ‘, 3 =) Sa ’ 
} ~ Ba) - od “Vh ; ; : ie a is 
| oe «" k 2 a ; oa oe : 
: : oe -) co. 2 oe 3 aa 
a ; pe eee a ’ 
‘ riod a Be —— 
$33 ti] ea ] [ia ae a . , 
: 2 ‘ ede — 
: ih Ly all ee” (tag . 
: ! - Te . , 
. a 4 , t 
a ite _ 
; a 
ae +1: 
A a 
| pry oa i 7 rm 
: 4 is | aa a By: (* 
a Peas. . Pica A 
4 e. ie. oe ae . 
jee i ; eek Ee hd t 7s. i 
‘i et ce ¥ q ° - ¢ > ae oe 7 f 
3 ke : i ; ee , * — a: ae ee i? : 
ok i] ie Rit Fa Pi : ii: 8 ies \ er. F 
Suue peep os, Ve 
‘ 8 het ‘a Pea. le ) ’ ’ 
. >. + APES Pi 
: ee 
. 
’ 
» 
A 
_ 
: | ee | 
‘ * 
‘ne F 3 : i — if “, ‘ ae ae oe € PG aA oii 
SS i ane : ; ioc ee ee og Se | I ee aa 
ee a “on oo aa ng : a: - aa 4 Lae +S aL io a x = ‘tae pt Co a | 
ot 5 ri a mp) ‘ Pe} me n en ges a + ie . 3 aa (aes , hi F ae 
as an es. ) ae No oo ce! | a _ Be a. 4 Pe ae 


5, ES EM 
: 4 See the Newest Developments in el 
Supplies < 
i Systems 


E: Equipment hea 
a3 Office Management Machines e 
a At the Annual Conference of the «4 
National Office Management Association and the \ >) 
Office Machinery and Equipment Exposition ee 
bd held in connection with it, in the Kiel 


aay Auditorium, St. Louis— May 23rd through 26th. 


New Low-Cost PRECISION Microfilming Unit... 


Here’s the most amazing microfilm camera ever built! 

It’s the Remington Rand Film-a-record Model 8 — small 
enough to carry, yet engineered to give highest quality, big- 
machine performance. Never before has there been a microfilm 
machine which has packed so much into such a compact unit. 
Now you can carry your microfilm camera to field locations... 
quickly move it from department to department...set it on 
table, desk or typewriter stand. This precision unit gives 
crystal-clear, sharp images...and is equipped with valuable 
big-machine features. Circle F382. 

Also, see demonstration of Film-a-record Model 4, versatile, 
yet economical, flat-bed camera. It microfilms single sheets up 
to 11” x 17”...bound books—anything written, printed, or 
drawn, at 21 diameters of reduction. 


See Transcopy Duplex —the revolutionary single-wnit machine which 
will photocopy any record—written, printed or drawn, up to 
141.” wide, and any length. It does the complete job of exposing, 
developing and making a positive print in a matter of seconds. 
No darkroom needed, no running water, no drying time... you 
can use it anywhere, move it anywhere—simply plug it into 
any standard electrical outlet. Circle P334. 


Bet, * ¥ 
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Modernize To Economize 
Rohot-Kardex Saves 30% 
On Posting Time 


One of the best ways to econo- 
mize is to increase efficiency and 
output. Among the latest and 
most modern of the many prod- 
ucts to be demonstrated is Robot- 
Kardex. It saves up to 30% of the 
average clerk’s posting time and 
up to 59% on space—not to men- 
tion physical fatigue and em- 
ployee turnover. A touch of the 
finger to an index key and in 4 
seconds (average) any one of 
over 4000 sets of visible records 
comes to the clerk, positioned for 
rapid, convenient, desk-height 
posting and reference. Robot- 
Kardex is widely used to modern- 
ize active inventory control sys- 
tems that present dangerous out 
of stock conditions for whole- 
salers...in plants to insure ade- 
quate stocks for effective produc- 
tion and maintenance. It reduces 
record-keeping costs for sales 
management and provides visi- 
bly slanted records on each cus- 
tomer and prospect that increase 
sales, reduce customer turnover 
and build new business. It’s ideal 
for confidential employment rec- 
ords that visualize all data 
needed for effective personnel ad- 
ministration. Be sure to see this 
means of speeding up visible sys- 
tem operations. Circle KD730. 


Room 1574, 315 Fourth Avenue, New York 10 
Kindly circle the literature you desire 


LBV626 F382 P334 KD730 
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Office space— 
(From page 21) 


Let’s review the influencing of office layout planning 
effected through structurally and mechanically conditioning 
office space before it is occupied. It is here that the one 
best floor layout plan serves as the framework for all the 
structural and mechanical installations. 

A. Structurally-hung ceiling. \t the office traffic aisles 
can be coordinated with the concealed air conditioning of 
main supply and return ducts which must run through the 
office space areas, then the required drop in the hung ceil- 
ing can be planned to occur over the corridors and parallel 
with the location for rows of private offices and rows of 
desks. This then establishes a point of control in planning 
for the location of partitions and desks, 

Window modules and column centers likewise establish 
private office sizes, location of trafic aisles, and of rows 
of desks. 

B. Mechanically—Aiw conditioning and lighting fixtures. 
If the supplies and return grilles of air conditioning and the 
electric fixture locations in the ceilings are coordinated with 
window modules and column widths, then the locations for 
partitions dividing private offices and such become well 
established. 

Also, by doing this, we no longer have to go through a 
major alteration every time a partition is moved. 

Underfloor ducts likewise establish the location for rows 
of desks in the general office areas. 

If these are recognized objectives in new buildings, what 
are the requirements of older buildings? 


give your office a 


A. Floor plan. Normally, an average older building of 
10,000 to 20,000 square feet and upwards has a good space 
disposition plan; this is essential before contemplating any 
extensive modernization. 

B. Ceiling heights. Because the older buildings were 
planned to permit the greatest penetration of daylight, the 
ceiling heights were high, and permit air conditioning 
modernization calling for ducts and hung ceilings. 

C. Underfloor ducts. 1n the older buildings, it is possible 


.to instal] underfloor ducts because the conventional construc- 


tion of the day was a cement topping over cinder fill. 

D. Column and window modules. The structural fram- 
ing of the older building was generally similar to the column 
spacings of today, and the window modules were normally 
such that a typical bay could be divided in two, which is 
still the most practical window bay design. 

E, Mechanical facilities. Most of the older buildings tor- 
tunately have been found to have adequate shaft space for 
electric, plumbing and air conditioning building moderniza- 
tion requirements. 

All of the advantages cited above for the older buildings 
can be planned as part of any new structure. 

It is believed that many of the floor plans of the newer 
office buildings of today could be more efficient, if full use 
were made of air conditioning and artificial light. 

Many of the new buildings are still planned on the core 
concept for renting or dividing space, when actually more 
economical floor plans for office layouts can be made by 
first creating a good floor plan and having the normal build- 
ing services added as appendages. This would be truly to- 
day’s functional architectural approach to planning the office 
building. 


by SLOANE 


Bare floors . . . trail-packed coverings . . . worn carpets—bad 
for business. Put your office on the preferred list . . . for clients 
... with Carpet by Sloane’s. Top values, dependable qualities 
... Widest selections ... plus advice by specialists . . . accurate 


measurements . . . economical cutting. 
You pay no more at Sloane’s... Compare before you buy 


iii 


We invite your inquiry 


“3 SLOANE 


FIFTH AVENUE AT 47TH ST. NEW YORK 17 


CONTRACT DIVISION 


Over a 

Century of , 
Furnishing 
America’s Homes 
and Offices 
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If You Use a Stapler You Need an ACE STAPLE REMOVER! 


If you have a stapler or are going to buy an 
ACE stapling machine, by all means also pur- 
chase an ACE STAPLE REMOVER—they go 
together! 

Millions are now in use. Their smooth, efficient 
performance never fails! Staples snap out quicker, 
easier, without tearing the paper. Handsome, 


SOME OF THE STAPLING EQUIPMENT 


colorful plastic moldings form a perfect fit for 
your fingers. 

Like all ACE stapling equipment—THE ACE- 
LINER, ACE STANDARD, PILOT, CLIPPER, 
SCOUT—THE ACE STAPLE REMOVER will 
also give lifetime service and guaranteed satis- 
faction. 

SOLD THROUGH DEALERS EXCLUSIVELY 


MANUFACTURED BY AC 


a 


z 


| 
| 


ACE PILOT ACE STANDARD ACE SCOUT ACE LINER ACE CLIPPER ACE STAPLES 


IN CANADA: ACE FASTENER (CANADA) LTD., 6705 UPPER LACHINE ROAD, MONTREAL 28 * 770 DU PONT STREET, TORONTO 4 


May, 1954 OFFICE MANAGEMENT 79 


dik 3 Mi ecu d : ese ee ta a Rr ee a. ee ee oe Pe Sea, 5 See en 2 r - = er - "ei a 
ep See ee ee ‘ a ieee ee age fe “y —- et ok a ou . oe he a a Nd : 
- SS : . ‘ : r = 4 an im 2) ae es Soa 
ese 2 eT sate © per aa a oh, 
acd 
. eye 
° - ie f PF - @ PIS by Be’, 
Bee ; eal ee eee TSA Xs a : ee 
4 ' aa e. a did ee : 5 : .* a ; yes 5 as — ah ; ieee ees 
Fie _—— Sa - { Sy Gees “Sh |S ps oe tat eb 
: ee — P ef , 2 — Po S Be ee be, 
ols Ds ? ' . oe _ bet : eas ‘ % 
av. . —— Ct hie Bae 
z e ‘ ; a ; . “a € .. Wd ies ‘ Ga iin ke 3 Aa : 
fw PREMOVER = Pk 
nae | 2 <= op: ; ize" ; is a ioe a anh 
P ag sad t . « y ar a ” % bi. ¥2 | 
ihe? es ae th y ; j . ; ‘ ' es — * ween Ma ei ib? 
- 7, >. a Oe a 
- “i i " a we SS eee jai 
_ - oe ae RS Zi ig > iT ee E ee ae ¥ 
4 _ : ee | ee ws f Sie = 3 i La ote . ree 
= rs . 4 Z Kis ES i: bei : Pee » * Z “hy ey. J ° a Soa & eae 3 a 2 (a ha 
a eee — i SS ca ar os oe, 4’ |. a 
i. 7. ee 3 ~ ae ie #7 ? ee. a ‘ o - 4 ae Peas ; —_ 
: : i . iii Oye. - eae ‘" os hi . es . ae, 
: a # F 2 ieee , , hi 4 ® he re 
ie | ae ———i (a “" “8 eA. vb 
* SEs Pe es . reals Za ac! E - er : 
nh i= e. — eee aa ie zee e 5 ; 
a “— an a : ve abe 6 iy ee 
. i OE 2 R as ; . ‘ ; y* 3 ad dye. ioe bs 
: sf = ' 4 ra, * oad Ba oe . = ch i. 4 
é os f co a a Vee 
\ = : ‘ €< a A 
4 > ; . bee. as j - \ a. : au s oe Qe eee } wy be. 
ssc ; _—_. ~ j “ ee: ae See re 
a 1H eo — . : Weert 5 a a "0 Ta ee ee 
Bai eg 7 ZZ - A . ' " se bert e: A ae z aes if “eg an 4 a : 
: bo <a # ; 4 ~ cae | ; ih. ey 7 mo ‘ ; of ae . ? TM Ne . vie 
: = ae Z ; 4 4 i ee y eee. < a5 ee 
5 3 , ee Sty oY ee : ‘ : foe 
4 — =) oe ” P Souths Sot. ie ae 
. al {, 7 “y a * a - ae e- > ~ ine _ : 
’ ——. a ai he de A Oe, “ es 
. a 3 - a = 
; —— we ghP. 4 ce 
Beas Se — Beit Wee 
: iY 
ae. 
os ee 
ee = 
ioe ea 
%: % 
Lees 
‘ : r 
& 
ar 
ee ie 
r Gee Te 
a es 
EZ | : 
- ; 3 
a get ' a? iy 
oS A Gg a 
> 4 . : ' 
Cnrrneee” : 
| ; aa 
eg 
| = me a 
® es . 
| e.9 : 
| (/ c - 
WORLDS 7 
Si ash 4 V7 AN ES : 4 4 
7 + Machiiyos and P. OSE ‘ J a2. 
= - a . oe 
, for Purse = wa 
ACE FASTENE 3 , : = 
FASTENER CORPORATION + 3415 NORTH ASHLAND AVENUE + CHICAGO 13 2 
ee 2 
ae J 
ae: ae 
. 4 
ie ee a << os = = a Boe! a ', Stree " 
a ae ce oe ae a, | eee ae re a! ee Pie See 


Offices by the thousand— 
(From page 14) 


ing will be on a current basis, without having huge stock- 
piles in any category being built up. Thus, instead of peaks 
and valleys in purchasing, there will be an even flow of 
orders to private businesses that supply the Government, 
particularly those that sell it office supplies and stationery. 

As is characteristic of him, Mr. Mansure does not take 
full credit for all the progress that he has been able to 
make since he took over. He pays tribute to the ability and 
intentions of his predecessor, Jess Larson, the big Okla- 
homan who has gone home to practice law. 

“Jess Larson put into action many of the programs we 
now are acting upon,” Mr, Mansure points out. “He was 
doing his level best, and he had made great progress.” 
GSA was not formed until July 1, 1949, and had been dele- 
gated tremendous work during the few years it was in oper- 
ation before Mr. Mansure took over. Also, it is well to keep 
in mind that a war came along right in the middle of the 
agency s organization—back in June, 1950. 

Regarding government employment in general, in com- 
parison with private business employment, Mr. Mansure 
says that he has found one big difference that seems in- 
soluble in certain respects. 

“That is the lack of incentives in Federal employment— 
or, in fact, in government employment on any level,” he 
pointed out. “In private business, men are rewarded finan- 
cially commensurate to the contribution they can make. In 


Government, the ceiling is there—and it is low compared to 
the ceiling in private industry.” 

Otherwise, he believes that Federal employees are of a 
higher type than even he had thought was the truth before 
he came into his new post. 

“{ actually did not realize how many fine, competent em- 
ployees there were in the Federal establishment,” he said 
candidly. “I had heard a lot of derogatory comment about 
bureaucrats, and believed it, but I have been most pleasantly 
surprised.” 

The nation’s No. | office manager, oddly enough, is a 
former neighbor of Adlai E. Stevenson, the Democratic can- 
didate for President in 1952. They owned adjoining farms 
and know each other quite well, and Mr, Mansure thinks 
that Mr. Stevenson is a “man of tremendous ability.” How- 
ever, the GSA chief definitely doesn’t agree with Mr. Steven- 
son’s politics. Mr. Mansure has been a Republican virtually 
since he was born. 

Following in the footsteps of his father, who founded the 
E, L. Mansure Company, a textile and drapery manufactur- 
ing firm, Mr. Mansure learned the business from the ground 
up, starting as a mill boy in 1915. He resigned as chairman 
of the Board of Directors to accept appointment as GSA 
chief. 

Long active in Illinois civic and political affairs, he has 
been a member of the Illinois Revenue Laws Commission 
and the Illinois State Pension Commission. He has served 
as President, Director and Treasurer of the Finance and 
Policy Commission of the Illinois Manufacturers Associa- 

(To page 82) 


It’s easy to make corrections with 


~ 


-DENNISON PRES-a-ply CORRECTION TAPE 


On Fluid Duplicator Masters No more carbon-stained 
fingers, scraping, erasing, smearing. Just press a piece of self- 
sticking Dennison PRES-a-ply CORRECTION TAPE on back of 
master over part to be corrected and retype. Master does not have 


to be removed or realigned. Convenient strips — no dispenser 
needed. 


On Typewritten Copy Whenever erasures are not desirable 
~—-on reports or theses — you can stick a piece of Dennison 
PRES-a-ply CORRECTION TAPE over the mistake and retype. 


On Offset Lithography Artwork Just stick a strip over 
the area to be corrected and type in the correction. Changes 
are sharp and legible. Dennison PRES-a-ply CORRECTION 
TAPE requires no moistening. 


In single and double 
space widths 


Ask your stationer for 
DENNISON PRES-a-ply CORRECTION TAPE 
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When 
STEEL. AGE 
Portable 
Tray Files 


can give you efficiency like this! 


ARE you looking for ways to trim the “‘fat”’ 
from your office costs? Then don’t waste time 
and money handling cards in outmoded, in- 
efficient card files. 

With new Steel Age Portable Tray Card Files, 
the individual trays can be lifted out and carried 
right to the desk or table where work can be 
done faster and more efficiently. 


Available in ten different styles for tabulating 
cards, index cards and checks, these money- 
saving, work-saving, quality-built files represent 
another “Pioneered by Steel Age’’ step to beuer 
office management! 

Why not call your Steel Age dealer this week 
for more information to help you reduce costs 
and increase efficiency in your office. 


CORRY-JAMESTOWN MFG. CORP., CORRY, PA. 
Branch Offices: Boston + New York + Philadelphia + Atlanta + Detroit + Chicago + Dallas + Los Angeles » Oakland 
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Office managers’ secret 
of keeping floors 
looking like new! 


¢ Scuffed floors, worn rugs, screeching furniture 
are no longer problems to this office manager. 
Not since he put Bassick “Diamond-Arrow” 
casters on his chairs and other movable office 
furniture, anyway. 

These efficient Bassick casters make either 
wood or metal furniture roll smoothly, easily, 
quietly. Swiveling is easier, too, with double ball- 
bearing action and soft rubber or hard phenolic 
plastic treads that provide safe, sure floor 
protection. 


Specify Bassick, the caster that’s easy on your 
floors, easy on your budget. Ask for them at your 
office supply store. Or write The Bassick Com- 
pany, Bridgeport 2, Conn. Jn Canada: Belleville, 

A 


For wood-vase chairs For tubular-base chairs For metal-base chairs 


Bassick 


A DIVISION OF 


MAKING MORE KINDS OF CASTERS (MAKING CASTERS DO MORE 


75 VEARS OF CASTER LEADERSHIP 


tion, President of the Cook County School of Nursing, and 
President of the Chicago Drapery Manufacturers Associa- 
He also has been a member of the Domestic Com- 
merce and Public Improvements Commission, Chicago As- 
sociation of Commerce, and member of the Advisory Board 
of the Chicago Planning Commission. He served as a mem- 
ber of the Chicago Crime Commission (1930-34), Chairman 
of the Citizens’ Waterway Commission (1937), and was 
Chairman of the City Division, Chicago Red Cross War 
Fund Drive (1945). 
of such civic enterprises as the Cook County Hospital, of 


tion. 


He also has administered the funds 


which he was Chairman of the Board; and the Illinois State 
Unemployment and Free Employment Advisory Board, of 


| which he was chairman. The funds of these organizations 


run into the millions of dollars. 


Pensions— 


(From page 20) 


| lower for employees who have not worked for the company 


for that long a period, Pension rates based on the average 


salary throughout his entire term of service are known as 


“career average pensions”; those based on his salary during 


_ the last years in the office are “final pay formula pensions.” 


By comparison with pension schemes, either funded or 


_ unfunded, the deferred profit-sharing plans in use in so 


many small and medium concerns are relatively simple. 
They are exactly what the name implies—plans under which 
a given percentage of the company’s profits, during each 
year in which it earns profits, are deposited in a trust fund 
for the benefit of company employees. Usually, an indi- 
vidual account is set up in the fund for each employee 
member, and the company deposit each year is apportioned 
to member accounts. 

Thus, if a company decided to allocate 20 per cent of its 
profits before taxes to the employee profit-sharing fund, 


_each employee would have deposited to his account a share 


of that 20 per cent profit proportionate to his annual salary. 
Or, to put it even more simply: if the company’s predeter- 


_mind percentage of profits to be placed in the fund should 
| at some time exactly equal the maximum cash amount it 


is allowed to deposit—fifteen per cent of its annual payroll— 
each employee's account in the fund would be credited at 
the end of that year with his share of that amount, which 
of course, would equal fifteen per cent of his year’s salary. 
Like the pension fund, the share of company profits de- 
posited in treasury-approved profit sharing funds escapes 
the corporate tax, and the trust’s interest earnings are also 
tax-exempt. Again, a company which is in a fairly high 
corporate tax bracket can deposit sizable amounts in its fund 


at relatively low expense to itself, and employees, since they 


are not liable for tax on the amounts deposited in their ac- 


| counts until they withdraw their funds, escape high income 


taxes during their years of greatest earning capacity. 

Management has the further safeguard, which a pension 
scheme does not offer, that in bad years, when no profits 
are earned, it is under no obligation to deposit anything in 
the fund, and in medium years, when profits are only mod- 
erate, it is obliged only to deposit the percentage of those 
profits stipulated in its individual plan, rather than the fixed 
financial commitment called for by a pension fund. 

A profit-sharing plan may be set up on any percentage 
basis management chooses, with the sole proviso that the 
amount deposited per year must not exceed fifteen per cent 
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How to get all the benefits 
of office modernization: 


HE HIT-OR-MISS WAY 


This busy executive wastes time talking to a dozen 
different suppliers; then he must follow through to 
see that each delivers on time and as specified. 
Even then, the job may not be coordinated and inte- 
grated for beauty and efficiency. He probably will 
not get all the profit advantages which made him 
decide to modernize in the first place. 


You, the modern executive, talk to one man 
your “Certified Office Planning Service’ dealer. 
Backed by experts such as color consultant Faber 
Birren and architect-layout authority Kenneth 
Ripnen, he plans and executes a completely modern 
office. This service includes layout, floor coverings, 
draperies, lighting, and sound-conditioning as well 
as warm and friendly wood desks and chairs with 
their quiet dignity, inimitable grained surfaces and 
efficient design. The COPS man coordinates colors 
and arranges the elements in a scientific and aes- 
thetic manner, insuring the maximum benefits of 
modernization. He does all this for you, yet you 
pay nothing beyond the cost of materials and 
installation. 


a 
; 


@ Certilied) 
Office 
Planning 
Service 


1 \ 


Do it the right way. Call the COPS man now. 
Coordinated by 


WOOD OFFICE FURNITURE 
FT. WORTH, TEXAS: Stafford Lowdon Co. 


INSTITUTE 
ROCHESTER, W. Y.: Heinrich Seibold Stationery Co. ine 


Consult nearest dealer: 


ALLENTOWN, PA: Frank J. Haberle 

BALTIMORE, MD.: Baltimore Stationery Co., Koch Office 
Supply Co., Inc. 

BARTLESVILLE, OKLA.: Bartlesville Stationery Co., Inc. 

BEAUMONT, TEXAS: Lamb Printing & Stationery Co. 

BOSTON, MASS.: L. E. Muran Co.; L. J. Peabody Office 
Furniture Co 

BROCKTON, MASS.. South Shore Office Supply & Equip. Co 

CHICAGO, ILL.: Graver-Dearborn Corp.; Horder’s, Inc; 
Office Furniture Clearing House 

CHICAGO HGHTS., ILL.: Cook's Office Equipment, inc. 

CINCINNATI, OHIO: Globe Office Equipment & Supplies, Inc 

COLUMBUS, OHIO: Heer Printing Co. 

DECATUR, ILL.: Haines & Essick 

DENVER, COLO.: Business Furniture Co.; The Kendrick 
Bellamy Co.; Mutual Furniture & Fixture Co 

DETROIT, MICH.: M.A Eliman&Co.;W.B.Gregory & Son, Inc 

EL PASO, TEXAS: Fieid-Parker Co 

EVANSVILLE, IND.: Smith & Butterfield 

FAYETTEVILLE, WN. C.: Hatcher's Office Supply 
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HOUSTON, TEXAS: Cargill's 

HUTCHINSON, KAN.: Robert's Printing & Stationery Co 

KENOSHA, WISC.: Brosk Office Supply 

LINCOLN, NEB.: Latsch Bros., Inc 

LOS ANGELES, CALIF.: Southern California Stationers 

MINEOLA, WN. Y.: D. Waldner Co, Inc 

WASHVILLE, TENN.: Foster & Parkes Co 

NEWARK, WN. J.: Brenner Desk Co 

WEW YORK CITY: Clark & Gibby, Desks. Inc. Metwood 
Office Equipment Co_; Charlies S. Nathan, inc 

OGDEN, UTAH: ‘Weber Office Supply Co. 

OKLAHOMA CITY, OKLA.: Branham’'s, Inc 

OMAHA, NEB.: Peterson Lithograph & Printing Co 

ORLANDO, FLA.: George Stuart, Inc 

PHILADELPHIA, PA.: Business Furniture Co 

PITTSBURGH, PA.: Business Furniture Co 

PORTLAND, ORE.: The J. K. Gill Co 

RENO, NEV.: Morrill and Machabee. inc 

RICHMOND, VA.: Richmond Office Supply Co.. Inc, South 
ern Stamp & Stationery Co 


ST. LOUIS, MO.: S. G. Adams Co.; Buxton & Skinner Print- 
ing & Stationery Co 

ST. PAUL, MINN.: Curtis 1000, Inc ; McClain & Hedman Co. 

SAN ANTONIO, TEXAS: Don Wittig 

SAN DIEGO, CALIF.: San Diego Office Supply & Equipment 

SAVANNAH, GA. The Review Co 

SEATTLE, WASH.: de Voss Desk Company 

SIOUX FALLS, S. D.: Brown & Saenger, Midwest Beach Co 

WASHINGTON, D. C.: Andrews Ofice Supply & Equipment 
Co.; Commercial Office Furniture Co; Stern Office 
Furniture Co.; Chas. G. Stott & Co., Inc 

WATERLOO, IOWA: Kirk Gross Co 

WICHITA, KAN.: Goldsmith's 

WICHITA FALLS, TEXAS: Buchanan Stationery Co 


Or write WOFT, 730 11th St. N. W. Wash., D.C. 


WOF! MEMBERS: Alma Desk Co. + Clemco Desk Mig. Co + Doten-Dunten 
Desk Co. + High Pout Bending & Chaw Co. + Hoosier Desk Co + imperial 
Desk Co. + indiana Chaw Co. + indiana Desk Co. + lasper Chaw Co. + lasper 
Desk Co. Jasper Office Furniture Co. + lasper Seating Co + iohason Chaw 
Co. + The Leopold Co. » Myrtle Desk Co. + Rockwell-Rarnes Co. + Thomas 
Furniture Co. © Wells Furniture Mig. Co 
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CUTTING COSTS 


You can cut a office costs, by increasing your office 


efficiency. Properly seated office workers are more 
efficient—and therefore, less costly. 


FINE-REST Aluminum chairs will increase produc- 
tivity, and reduce absenteeism, fatigue, and errors. 
FINE-REST chairs provide a service that pays for 
itself. Why not let your dealer demonstrate the 
FINE-REST cost-saving features? 


Write for the name of your nearest FINE-REST dealer. 
“America's Standard of Business Seating” 


ALUMINUM SEATING 


17 S$. CHERRY STREET © 
Dishiibuloer 


AKRON 8,OHIO 


AETNA SAFE CO., 46-50 W. 29th ST., N. Y. 
METROPOLITAN N. Y. & EXPORT DISTRIBUTOR 


of the company payroll even ii the predetermined percentage 
of profits for that year should amount to a larger sum. 
However, if percentage of profit contributions falls far below 
fifteen per cent of payroll in bad years for the company, the 
difference between the amount actually contributed in those 
years, and fifteen per cent of payroll for those years may be 
carried over to high profit years, and made up then. 


Deferred profit-sharing plans (as distinguished from in- 
centive profit-sharing plans in which employees receive a 
share of each year’s profits at the end of the year) offer 
very much the same advantages as pension plans in tying 
employees to the company, since it is standard practice to 
set up the plan so that an employee may not withdraw the 
entire amount deposited in his name for a period of several 
years. 

A typical plan might call for “vesting” in five years. For 
each year the employee is enrolled in the plan, he earns a 
“vested right” to twenty per cent of funds deposited in his 
name in the plan. Thus, if he should leave four years after 
enrollment in the plan, he would be able to draw out only , 
80 percent of the total credited to him in the trust. The 
balance would be forfeited to the trust itself, to be redistrib- 
uted among the accounts of the other plan members. After 
five years, of course, an employee leaving the firm would be 
entitled to withdraw all funds credited to him. 


Variations are possible 


This is the simplest form of profit-sharing plan, set up 
under a simple trust arrangement. There are modifications: 
some companies buy deferred annuity policies for the em- 
ployee with whatever sum is credited to his account each 
year, with special percentage forfeiture provisions if the em- 
ployee leaves the concern before the period outlined for him 
to earn full vested rights to his entire account. At retire- 
ment, each individual employee would then have as retire- 
ment income the total of all the annuity units bought through 
the years for him by his employer. 


Under either of these plans, the employee has the right of 
naming his beneficiary, so that, if he should die before re- 
tirement, the sum credited to him in the trust goes to his 
family. Similarly, if he suffers total disability or leaves the 
concern before retirement age, he can withdraw at least the 
cash equivalent of the money paid in for his annuities. 


In the last analysis, both the pension and profit-sharing 
plans which so many companies are putting into effect today 
are actually the creation of individual capital estates for 
their employees. The employee “capital” represented in 
pension plans, with their regular, obligatory employer pay- 
ments, could be likened to an investment portfolio based 
almost entirely on good bonds; the estate built up by profit- 
sharing, to a portfolio built on good common stocks, since 
the amount of capital available to the employee on retire- 
ment depends on how well the company has fared during 
his years of employment. That is perhaps one reason why so 
many companies today are beginning to work out retirement 
“packages” that combine some pension features and some 
profit-sharing features. 

Whatever the plan adopted, or whatever the combination 
of plans, retirement benefits have become a firmly established 
part of the office picture, and their purpose in every case is 
the same—to insure that the employee on retirement is not 
left with a “small token” of his company’s esteem—and 
nothing else to see him through his retirement years. 


OFFICE MANAGEMENT 


May, 1954 


* ARD 
“AMERICAS STANOANG » 
; OF BUS! 
ie 
ae 
>, 
. s 4 fe 7 a 
— ) _ 
\ ow, i] ; 
ij “ " a a. oe ie a i, : 
. med / we . 
; _ ad P : : - 3 / | 
\ A i $ a | 
_ ; \ : jie : i 
Ve?) : a 
ha \ Fh c rm ‘ ; 4 ae am 7 . 
ee ere : 
¢ + . 
: i J 7 ; 
. \ 
we = 
| - eC rs 
a a # —— ll ia oe ae 


Clockwork! 


STRONAL 


Marking Crayon 


There's an efficient, foolproof STAONAL crayon for every purpose 
—shipping, receiving, pricing, assembling, warehousing, inven- 
torying. Or if you need a special kind, tell us your problem—we're 
used to solving every kind! 


STAONAL morking and checking crayons ore gritless, waterproof, 
permanent, or semi-permanent, as required. 


ee eer er STAONAL No. 1 
Ror cemrbian eae, BA, OE ast she koa esr nee STAONAL ICT 
For general marking and shipping ........... STAONAL No. 2 
For marking glass and cellophone.............. STAONAL No. 4 
For morking leather, fabrics 2.06.6... cece eee STAONAL No. 5 
Fer IAN a cise ssevevesteivecenvens STAONAL No. 11 
For marking wet or dry lumber ... 0.666666 00 06. STAONAL No. 29 


SEND FOR FREE 


illustrated marking | BINNEY & SMITH INC. 
crayon price sheet 380 Madison Avenue, New York 17, N. Y. 
to Dept. TOM:5 
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CALCULAGRAPR = 


=with 

ACCURATE 
job time 
records 


figures elapsed time accurately 


Reliable job time records are essential for com- 
piling correct cost data, estimating reorders and 
checking on production efficiency. One sure way 
to secure accurate to the minute, 
dependable time costs is to use 
Calculagraph automatically-figured 
elapsed time records. Calculagraph 
gives you total elapsed time, 
starting and finishing time and 
date on a permanent, printed 
reference card. Eliminate losses 
due to inaccurate job time cal- 
culations by using Calculagraph 
to time your operations. 


Write for full information today, 
to Dept. 334 


CALCULAGRAPH COMPANY 


SUSSEX STREET, HARRISON, NEW JERSEY 


See us at the NOMA Show—Booth 1203 


CALCULAGRAPH 
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WHAT’S YOUR 


\ WASTE BASKET 


MORTALITY ? 


Replacing waste baskets often 

can become expensive. If, after several 
years of hard service, the receptacles you 
buy begin to look more like waste than 
waste baskets, it will pay to consider 


WUL-COr 


Vul-Cots reduce waste basket costs be- 
cause they are a life-time product. Your 
first Vul-Cot cost is your last because 
famous Vul-Cots are practically inde- 
structible. 

These qualities will make Vul-Cots pay 
off for you... 


@ Made of Hard Vulcanized Fibre. 


@ Exclusive double rolled top 
won't break, loosen, or fray, 
and it remains smooth and 
round for the life of the basket. 

BBonded side seam adds 
strength, provides a more at- 
tractive appearance. 

@ Color is an integral part of the 
fibre . . . it can't chip, or wear 
off. VUL-COTS will not mar or 
stain furniture or clothing. 

@ VUL-COTS are guaranteed not 
to crack, splinter, dent, rust or 


Report to top management— 


(From page 29) 


It would be extremely difficult to give a scientific basis 
for our recommendations since so much of the aesthetic is 
involved. We do believe that enough work has been done 
in the field to show that the proper use of colors, specially 
designed desks, posture chairs, proper lighting, sound con- 
trol, etc., have resulted in increased productivity. 

As we have said before a program of this type will take 
time and money. It cannot be accomplished overnight. The 
question then is, “where do we begin?” Our broad recom- 
mendations follow: 

1. Determine the over-all plan and reduce it to writing. 
This plan should include the scope of the program, the 
standards to be followed, the delegation of authority for the 
implementation, approximate cost, and time table. 

2. Take over the sixteenth floor as is the present plan. 
3. Move units on the seventeenth floor in accordance with 


| the new plans as a temporary measure. 


4. Start a program for determining the proper layout as 
described briefly in “Layout.” The logical starting point is 
the writing of job duties followed by a work flow chart and 
possibly even a full procedures study. 

After completion of Step Four, the final moves should 
be made. Department relationships change, so an annual 
review would be in order. 

6. The final step would be the development of the replace- 
ment program. 

We would like to emphasize again the need for long 
range planning of these activities. 


“<F ORICE NALEN 


Keeps Wraps “in press,’ dry and aired 


—will not tip over. 


This efficient Office Valet (No. S6) 
Costumer provides 6 spaced coat hang- 
ers, 6 ventilated hat spaces and an 
umbrella stand on a triangular floor 
base of 29!/," x 16". Other units ac- 


commodate 6 or |2 or 24 people. 


Write for bulletin OV—showing a 
complete line of efficient, space-saving 
steel wardrobe equipment for factories 
and offices. Everything from small 


knock-down racks to complete “locker 


corrode. A rooms" or checkrooms. 


SS 
May we send you the VUL-COT catalog price Write for * 
sheet? Write direct to Dept. S-5. Sold by sta- Bulletin OV-4 
tioners and school supply houses everywhere. : 


¥ NATIONAL 


VULCANIZED FIBRE CO. 
WILMINGTON 99, DELAWARE 


VOGEL-PETERSON CO. 


1121 West 37th St. «© Chicago 9, Ill. 
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a P. o0s5e55tons FOR YOUR DESK... 


Nothing is finer than SILVERCREST accessories ever created for busy executives. 
BRONZE . . . handcrafted by Smith master- Sold only thru leading Stationers and Office 
artisans to give you the most distinguished Furniture Dealers. Folders also available. 


SMITH METAL ARTS CO., INC., 1721 Elmwood Avenue, Buffalo 7, N. Y. 


VAR I-TYPER the modern, economical way to ‘set’ 


There’s a Vari-Typer model type faces plus automati- 
to meet every printing and cally evened left and right 
mimeographing need...from margins make your printing 
a mimeographed flyer to a and mimeographing look like 
complete catalogue, book-  printer-set jobs. Your own 
let, or complicated business office typist operates Vari- 
forms. Hundreds of instant- Typer with ease...right at 
ly changeable printer-style her own office desk! 


{mimeograph 


..or any other duplicating method. 


| pe poderon wormaonmueime. 


RALPH C. COXHEAD CORP. 
720 Frelinghuysen Avenue 
Newark 5, New Jersey 


Please send Vari-Typer Booklet 11 


Body copy produced on the 
Composomatic Model. Heads 
set on the Coxheadliner. 
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PAPER FASTENERS 


ACLO FASTENER 


To Bind Papers Together 
To Keep Perfect Order 
To Prevent Loss 


Make Acco Fasteners the basis of your filing sys- 
tem. They keep papers bound together—loose leaf 
style reventing loss, mis-filing, wasted time. Use 
them alo one, in Accobind Folders, or in Accopress 
Binders. Sizes for all standard loose leaf centers. 
Ask your stationer. 


ACCO PRODUCTS, Ine. 
Ogdensburg, N. Y. 
In Canada: Acco Canadian Co., Lid., Terento 


PLYMOUTH RUBBER BANDS 


OUTSTRETCH . OUTLAST .. OUTSELL _.. ALL OTHERS 


@ Bands for Every Purpose 


@ We'll Make Them for 
Your Special Needs 


Ay oysteiguTeD AVAILABLE AT YOUR REGULAR SUPPL! 
ali Plymouth Standard Bands Made to Federal Specifications: 


PLYMOUTH. RUBBER COMPANY, Inc., Canton, 


Landscaping— 
(From page 23 


Possible Community Objectives: 

1. “Fit in” to the neighborhood. 

2. Be a good neighbor through appearance of the grounds 
and buildings. 

3. A showplace of community—an asset engendering com- 
munity pride, 

4. By example, encourage like activity in both public and 
private building areas as well as in other industries. 

5. Screening of unsightly parking areas from highway. 


Possible Employee Objectives: 
1. Special outdoor areas for relaxation during lunch period. 
. Ease of circulation and protection between parking and 
building. 

3. Engender personal pride in grounds and visual proof 
of plant’s leadership in the community. 

4. Provide recreation areas for employees and families. 

5. Constantly changing planting scene creating interest 
rather than drabness, (Flowering plants, winter evergreens.) 

6. Covered areas to await public transportation. 

Having established the objectives of the particular office, 
a further step is sometimes taken in the merchandising of 
the various interest factors of the landscape architecture to 
various of the public. For example, below is listed a number 
of recommendations we made to one client to create maxi- 
mum interest in the community and among its employees: 

1. Give planting plan and schedule of blooming to recep- 
tionist to answer visitor questions. 

2. Planting plan and schedule to be shown on employees’ 
bulletin board. 

3. Invite ower and horticultural clubs to visit. 

4. Invite particular school classes to visit. 

5. Schedule of possible publicity stories for staff public 
relations man to handle, with “open grounds.” 

The problem of employee relations has been particularly 
aggravated during the last decade by the movement of many 
office buildings into outlying areas. One thing that has usu- 
ally been found is that originally there is less turnover of 
employees than is expected. The problem comes in attract- 
ing new employees when old employees leave for various 
reasons. While the old employees seem to stick with the 
company even though it moves outside, it is essential that 
interest in the office building be maintained and the sur- 
roundings of the office building be attractive to provide the 
necessary first impressions to possible future employees. 

A constant factor in new buildings as they move out from 
the downtown area is the zoning problem. Some counties 
are now stating in their zoning ordinances that grounds 
must be properly landscaped, and that in certain cases, buffer 
zones and screening must be planned and planted. The 
new theory that business and industry have certain obliga- 
tions to the community beyond the provision of jobs will 
be felt in many ways. 

The really exciting thing about the use of landscape archi- 
tecture is that so much can be done for so little. One wind 
screen can cut heating costs, one holly tree can become a 
community Christmas asset, one bus waiting station can 
please dozens of employees, one thought concerning expan- 
sion today can save thousands of dollars tomorrow. It is 
my studied guess that the unknown profession, as it adjusts 
to changing times, will rapidly lose its anonymity. 
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STATEMENT — LEDGER 
CARD COMBINATIONS 


SNAP-FREE & PULL OUT 
V STYLE 1-TIME CARBON 
FORMS 


For bookkeeping aaihins 
of all mokes. 


PRINTED FORMS OF 
EVERY TYPE 


6 
Over 33 years of know-how ond 
oe complete modern plant for 
speed ond intelligent service. 

& 


Write for quotations today on the 


above, and any other printed forms, Snap-free or pull-out style 


poper and envelopes. 
We not only SELL... but SERVE 04 well! 


ESTABLISHED 1920 


-HYGRADE 


_ PRINTING ¢ STATIONERY CO.,INC. . 


121 VARICK ST., NEW YORK 13, N. Y., AL 5-4530-1-2-3-4 


7 
; 
1 Visible fluid supply —32-oz. 
tank—no pump! 
2 Adjustable pressure control 
—longer runs. 
3 Positive master clamp—easy 
to operate! 
4 Automatic centering of print — 
new raise-and-lower control. 
5 Eye-easy reset counter — 
just where you want it. 


only $195 complete! 


6 Lerge capacity rotary feed— 
150 copies per minute! 

7 Perfect registration— prints 
any size up to 9" x 15”. 
PRICED FAR LOWER THAN ANY 
COMPARABLE MACHINE... 

ASK YOUR HEYER MAN, OR WRITE 
FOR COMPLETE INFORMATION, 


CORPORATION « Established 1903 
1850 South Kostner Avenue « Chicago 23, Illinois 


with ALL the features: 


-® 


See The Conqueror at the NOMA Convention, St. Louis, May 24-27, 1954 
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__ Federal Loose Leaf Corp. 


LOOSE LEAF 
BINDER 


NEW! EFFICIENT! 
ECONOMICAL! 


Super-Lok Features: 


@ Compresses to given sheet 
capacity. 


© New, simplified locking 
mechanism that features 


easy operation and removal 
of sheets. 


© Positive locking in any 


capacity position. 
Super-Lok is bei 

by the U. 8 Gov't and leat 

ing firms from coast to coast. 


Can be made to specifications 


mum capacity and allows for 
00% expansion. Available 
with or without window in 
backbone .. . Imitation lea- 
ther or canvas. Allows for 
compression to any given 
capacity. 


Write today for quotations 
and latest catalog. 


U. 8. Pat. No, 2,568,227 


THE GREATEST NAME IN LOOSE LEAF BINDERS 
M W. FEDERBUSH, President 


FEDERAL Loose LEAF Corp. 


380 SECOND AVENUE, NEW YORK 10, NEW YORK 


Activate Control Systems 
with Cellugraf nc" ~ 


for VISIBLE RECORDS — 


Depend on Graffco products 
to call for the right action at 
the right time ... every time. Facts 
come to life, stand out, flag atten- 
tion. A variety of colors and shapes 
to control any classification. Ask 
your dealer about them, 


GEORGE 8B. GRAFF COMPANY 
54 Washburn Ave., Cambridge 40, Mass. 


_ SIGNALS 
ond MAPTACKS 
Keep BUSINESS Under Control 
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Makes Typing 
Easier, Faster 


ac-a-desk 


The Amazing Desk Stabilizer 


Typewriters were built to oper- 
ate on a solid, firm base; any 
wobble or s ringiness upsets its 
precise mechanism. Many type- 
writer platforms are worn and 
wobbly causing skipping, piling, 
poor touch and action . . . in 
many instances, immediately cor- 
rected by JAC-A-DESK. 
JAC-A-DESK expands 
from floor to platform, 
automatically wedge-lock- 
ing into a support as firm 
and solid as the floor itself. 
Typists love JAC-A-DESK 
because it makes typing 


less tiring, neater, easier 
. . . office managers praise Order en emple supply 


its economical efficiency. of JAC-A-DESKS today! 


JAC-A-DESK expands from 16" to 30'—high 
enough to support standard height desk leaves. 
Up in a jiffy—locks automatically. Non snag, 
satin-like finish. No protruding locks or handles. 
Sure grip rubber ends. Easy to store. 


GONCO MANUFACTURING COMPANY 
1259 So. La Brea Avenue, Los Angeles 19, Calif. 


Distributed by all Ames Supply and Shipman-Ward Branches. 
4 IN CANADA: Underwood Ltd. 135 Victoria St., Toronto and 
United Stationery Company Ltd., Toronto 


COMPLETE 


FOR ALL TRAVELERS 


by train, bus, plane or automobile, 
whether for pleasure, on private 
business or government service, 


BEACH'S 
“Common Sense” 
Expense Books and Sheets 


are best for keeping track of ex- 
pense. There is a Personal Expense 
Book, too, for records at home. 


Beach Publishing Co. 


7338 Woodward Ave., Detroit 2, Mich. 


. «DON'T SETTLE 
FOR LESS! 


Fi SHARD FABER «: 


NEW YORK TORONTO 


CLASSIFIED ADVERTISING 


Rates are 15¢ a word. Minimum charge $3.00. Payable 
in advance. Address replies to all Box Number ads c/o 
OFFICE MANAGEMENT, 212 Fifth Ave., New York 10, N. Y. 


For Sale or To Buy Used Equipment” 


VISIBLE FIL ING EQU IPMENT, Kardex, Acme, Postindex, ete. All 
equipment thoroughly rebuilt and gu: ari anteed, Commercial Card System 
Co., 135 Grand St., New York 13, N. Y 


FOR SALE ADDRESSOGRAPH Model 2000 with feed expirator and 
lister _Equipment two years old, reasonably priced. Contact Box 6, 
Street Station, New York 5, New York. Attention Purchasing 
Jepartment 


DITTO GELATIN PROCESS §.20 Electric 1491. Priced to sell. 1951 
model—excellent condition. 2 Metal gelatin roll conditioning cabinets 
on casters. Operator’s chair; other accessories. Bargain, Write U. 
Colson Company, Paris, Illinois 


CALCULATORS AND ADDING M ACHINES ~ Wanted, all makes. 
State make, model, serial number and adding capacity. International 
Office Appliances Inc., 326 Broadway, New York 7, N. Y 


Kardex, Acme, all makes, used visible filing equipment. Thousands 
of reconditioned cabinets, panels, books, always on hand. Get our 
quotations. Chas. S. Nathan Inc., 548 Broadway, New York, N. 4 


ADDRESSOGRAPHS, MULTILITHS, V VARITYPERS, Mimeograph- 
ers, Postal Meters, Folding Machines, Calculators, Adding Machines, etc. 
Wanted. We pay top prices. Write immediately Northway Distributors, 
2621 Ist Ave., Seattle, Wash. 


Positions Wanted 

ARCHITECT-DESIGNER, specialized in commercial interiors, experienced 
in office layouts, wishes connection or partnership with manufacturer or 
distributor, will invest. O.M. 163 


MOUNT HOLYOKE e pasiy June graduate seeks office position in Boston 
or New York. Has majored in English Composition and has had experi- 
ence in writing for school publications. Would appreciate position where 
this special qualifications may be of service in the production of reports, 
house bulletins and publications and similar work 0 M. 165 


Business Opportunities 


PROFITABLE FRANCHISES AVAILABLE—Own your own business. 
(yperate a temporary help service with our help. We operate coast to 
coast—29 offices. Modest funds required for operating capital. Franchises 
available in cities under 300,000 population. Be a part of nation’s 
largest temporary help service. Step into profitable business of your 
own by writing Miss Lewis at 330 W. Kilbourn Ave., Milwaukee 3, Wis 


FOR SALE--Excellent for professional, medical or insurance company 
Modern one-story, ten room office building, 170 foot frontage on Colorado 
Boulevard, fifteen minutes from downtown Los Angeles. Architecturally 
designed, excellent mahogany woodwork and built-ins. Inter-office com 
munication and music system, forced air heating, imsulated Kitchen, 
lounge, rest rooms, shower, paved parking lot. Brokers invited. O.M. 164. 


Miscellaneous 


NEED TEMPORARY OFFICE HELP? Call Manpower, Inc. if you 
need temporary typists, stenos, bookkeepers, comptometer operators. Use 
our employees for 4 hours——a day or two a wee a month or longer. 
We are not an employment agency Low hourly rates. We operate in 
Chicago, Boston, Cincinnati, Cleveland, Detroit, Milwaukee, Minneapolis, 
New York, Philadelphia, Pittsburgh, St. Louis, San Francisco with other 
affiliated branches coast to coast Call Manpower, Inc., for qualified 
temporary office help. 


A Time-Saving “DUX"’ 


On Every Desk 


Precision 
Pencil Sharpeners 


speedily sharpens: 
Fat pencils, slim pen- 
cils, soft leads, hard 
leads. Repoints cray- 
ons and chalks. 
Available at all leading 


Office Supply & Station- 
ery Stores. 


Exclusive Distributor 


Fred Baumgarten 
675 Cooledge Ave. 
Atlanta 6, Georgia 


OFFICE 


MANAGEMENT May, 1954 
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IT’S 
DIXIE CHROM 
ne 3 5 


DIXIE HAVANA sie cual 


Another member of the striking new Dixie Chrome 
“Holiday” series. Distinctive square-tube frames available 
in rich triple-plate satin-steel, or your choice of seven 
beautiful colors in remarkable new “EPON” enamel that 
retains its beauty through the years. Softly padded backs 
and + ye dome seats upholstered in sparkling “Color- 


Keyed” covers, 
Color- Keyed Cao 
DIXIE CHROME 


— o © prooucts 


Division of Southern Consolidated Mig. Corp. 
Irving (DALLAS COUNTY) Texas 


Manutacturers-Designers of Distinctive Furnishings 


vacation 
help? ? “ 


I can help you \ - 
in your office 


—? w 
or ours with... 


rt 


See you at the 


© TYPING NOMA Conference 
@ STENOGRAPHY oe aw ae 
y to 
@ BOOKKEEPING Booth No. 147 
@ GENERAL OFFICE WORK 
© PAYROLL Franckises available \U 


@ CALCULATING 
We ore not an 
( employment agency 


al the Nation's largest temporary help service 


manpower, inc. 


write: manpower, inc. 
Room 100, 330 W. Kilbourn Ave., 
Milwaukee, Wisconsin 


+ ac 2 
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Wo USE 
LOOKING 
OSCAR... YOu 
CAN'T SEF my 
PAYCHECK 
ROUGH THIS 


PAYCHECK “OUTLOOK" ENVELOPES 
Eliminate Time and Expense of 
Addressing, also Chances for Errors 


Paycheck “Outlook” Envelopes are absolutely opaque; essen- 
tial when wages are paid by check: Nothing shows but the 
employee’s name. This improves personnel relations. 


THE N—you'll want to use “Outlook” envelopes for other 


purposes. All sizes and styles, with your choice of either 
glassine or cellulose transparency. 


Write for samples and prices. 


t¢,\¢ 3 | ry 
inators of “Outiook” Envelopes. Est. 1902 
— CRASS, ee 
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GO PLACES with Weldon Robes Gnronann 


Pyramid of The Sun, 
Teotihuacan. 
(Photo Courtesy Mext- 
can Government Towr- 
ist Bureau) 


With Mexican color and grandeur there's 
also tradition—and this includes 


erasing! 


Mexicans and people the world over, 
who insist upon cleanest, fastest 
erasing, create the universal demand 
for Weldon Roberts Erasers 

which Correct Mistakes In Any 
Language. These finest, most 
uniform erasers are made in 
STYLES, SIZES and TEXTURES 


for all your erasing requirements. 


Ask your dealer. 


JET ERASER 
Convenient, cylindrical stick eraser 
in attractive transparent plastic holder. 
Top unscrews so eraser stick can be 
moved outward. Red rubber for pen- 
ceil erasing, gray rubber for ink. Pocket 
clip style for general use. Brush 
whisk style for typists. Refills. Tops 
for typing, accounting, drafting, pro- 
fessional and student use. 


WELDON ROBERTS RUBBER CO. 
365 Sixth Avenue Newark 7, N. J. 


World's Foremost Eraser Specialists 


2 


¢ Correct Mistakes in Any Language 


ADVERTISER'S INDEX 
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Acco Products, Inc .. & 
Agency—La Porte & Austin, Inc. 
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—. Business Machines, Inc., 
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ed at the Crosley plant of the 


leon Mira. € » ave serviced hy Superior 


ce ot Cinemvati, Ohio 


Crosley Ultra-Modern Washrooms Feature 


Here’s How 
Linen Supply Works... 


huy nothing your 
upply dealer ip 
es everything. The low 
st includes cabinets, pick 
ip and delivery, provide 
iutomatic supply of frest 
laundered towels and 
iniforms. Quantities can 
v0 increased or decreased 
hort notice. Local serv 
listed in your classi- 
book under SERVI 
LINEN, LINEN SUPPLY or 
hOWEL SUPPLY. 


fFatrtax- Towels 


A PRODUCT OF WEST POINT MANUFACTURING CO 


Cotton Towel Service’ 


® Pictured above is one of the electronic assembly lines at 
the Cincinnati, Ohio plant of the Appliance and Electronics 
Division, Aveo Manufacturing Corp. In this modern plant 
Crosley television sets and radios are built. 

The Crosley assembly lines are largely operated by 
women. Women appreciate the extra comfort afforded by soft, 
absorbent cotton towels. That's one of the reasons why Crosley 
management has installed cotton towel service in all plant wash- 
rooms. They know, too, they are furnishing maximum com 
fort and sanitation at no increase in cost. 

Whatever your towel problem...whether you operate a 
factory, institution, office or store...you can be sure that 
soft, gentle, absorbent cotton towels will do the best job in 
promoting employee morale, building customer good will, 
increasing tidiness in your washrooms and cleanliness 
among your employees. 

For free booklet that tells how cotton towel service will 
save you money, increase sanitation, efficiency, write to 
Fairfax, Dept. 1),65 Worth Street, New York 13, 


Clean Cotton Towels... 


Sure Sigu of Good Management 


WELLINGTON SEARS CO. SELLING AGENTS, 65 WORTH ST., NEW YORK 13 
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to improve your 
office operations 


Use the NEW Underwood Sundstrand Payroll Machine 


that produces the most complete yet smallest Pay Statement ever... 
only 3! td 


It simultaneously 


wide...it eliminates the s-p-r-e-a-d type statement form. 


and automatically selects earnings and deductions 
registers while listing amounts vertically on the Pay Statement and 
horizontally on the Employee's Earnings Record and Journal (columnar 
form). 

The automatic controls of this ingenious machine print everything 
automatically Date—Check No.—Gross Pay—Net Pay—Taxable 
Quarterly Totals— Yearly Totals, etc., without any attention 
from the operatoi 


Earnings 


It provides the most complete records beyond that of any present 
standard—The New Underwood Sundstrand brings remarkably new 


advantages to payroll accounting—no other machine like it. 


lypewriters...Adding Mach 
Underwood —— pases apet 
Corporation One Park Avenue 


New York 16, N.Y. 


Soles and Service Everywhere 


Use the NEW Underwood 
150” Standard Typewriter 


The Underwood “150” is completely new from every 
angle... with everything your operators have ever 
looked for in typing ease and efficiency. 

There’s new Triple Touch Tuning... new Diamond 
Set Margins ...a new Color Control Keyboard... a 
wide choice of type styles...and many other new 
features. 

You'll get better letters every time...clear, clean, 
uniform impressions. 

We'll gladly arrange, without obligation, to let your 


secretary try a new Underwood “150” on her own work. 


Pe 


Use the NEW Underwood 
Sundstrand Adding Machine 


Make figure-facts roll with new Multi-Flex Control 
.. available to you only in the new Quiet Underwood 
Sundstrand Adding Machine. 

No matter what kind of figures you want, you'll 
get them faster...with less effort...by using this 
superbly quiet machine. 

New, advanced design, plus the famous Under 
wood Sundstrand 10-key Touch Method Keyboard, 
brings you these important advantages: 
speed...new Multi-Flex Bar for 
all calculations multiplication made 
faster correction of errors with new elec 
tric correction key. 


greater cycle 


easier and 


easiel 


See complete lines of Underwood Equipment 
at the NOMA Convention in St. Louis. 


Use the co ipon be low for comple te information 

| UNDERWOOD | 

Underwood Corporation = 

One Park Avenue, New York 16, N. Y —_ 
Please send me complete details on the NEW 


Underwood 150" Standard Typewriter . the NEW 
Underwood Sundstrand Adding Machine. .. the NEW 
Underwood Sundstrand Payroll Machine 

Name 

Title 

Company 


Address 


City 
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